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Chicago—scene of this month's OMAC seminar, business show 


@ Do you know how to rate your supervisors ? 


@ How to make your forms simple, effective, economical 


@ Six prerequisites for good business letters 
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HOW IBM FIGURES IN 
THE NATION’S HOUSING PICTURE 


Building Contractor: A Pennsylvania build- 
ing contractor takes the guesswork out of 
cost estimates by analyzing daily costs with 
his IBM system. The result: no misunder- 
standings and considerable cost savings to 
homeowners. 


Mortgage Loans: A large bank now proc- 
esses 90,000 individual real estate loan ac- 
counts in less than six hours—with its IBM 
electronic data processing system. 


Utilities: An Eastern power and light com- 
pany installed an IBM billing and account- 
ing system, saving $200,000 a year... and 
providing trouble-free customer bills. 


DATA 


PROCESSING 


ever 


IBM 


in your home? 


@ YOU'LL seldom find a better example of the many ways 

IBM helps business than in America’s housing industry. 

@ EVEN while new homes are still dreams, the facts that 

keep costs at rock bottom are figured on IBM machines by lumber, 
appliance, and transportation companies. Speedy IBM methods 

keep production, inventory and shipping low in cost, yet geared 

to the nation's building needs. 

@ AND after houses are built, IBM systems coolly figure 

new savings. Banks use them to make mortgage loans less expensive 
and time payment accounting more economical; insurance companies 
keep home protection costs at a minimum; light, power, fuel, 

water and telephone companies serve more efficiently and 
economically with the aid of IBM systems. 

@ YES, every day, in uncounted ways, IBM business systems 
quietly add to the pleasure of daily living . . . the effectiveness 

and profit of business. 


DATA PROCESSING + ELECTRIC TYPEWRITERS 
TIME EQUIPMENT + MILITARY PRODUCTS 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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How Bell System private line 


services work for American business 


Nationwide’s electronic development manager E. H. Shelley | communications is a mainstay of the data processing system 
with one day’s automobile policy renewals. “Bell System we've inaugurated to tie our offices together,” he says. 


Private line channels help Nationwide 
process 15,000 insurance policies a day 


Nationwide Mutual Insurance Company of Colum- Main reason for the new system: Nationwide’s 
bus, Ohio, uses Bell System private line channels, data _— decentralized (10-office) operation. Main benefits: 
processing equipment and an electronic “brain” to independent field offices are relieved of a clerical 
process as many policy renewals in one month as a burden. And Nationwide saves untold man-hours. 


™ rating clerk could handle in six years. 


es When the information is received from regional Your Bell Telephone representative is your best 
offices, the new rates are computed by the “brain,” source of ideas on how to streamline your own 
and the field gets approved premium figures within communications. Call him. He will be glad to study 
a few hours. your needs. 


CAT, 


f Q 
ca 
(B) 


PRIVATE LINE TELEPHONE °* PRIVATE LINE TELETYPEWRITER 


, BELL TELEPHONE SYSTEM 


CHANNELS FOR: DATA TRANSMISSION * TELEMETERING * REMOTECONTROL * TELEPHOTOGRAPH * CLOSED CIRCUIT TV 
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It's all brand new, but 
comfortable as an old shoe 


That’s a good description of a Macey- 
Fowler office, for while they are planned 
for efficiency, Macey-Fowler offices are 
planned for comfort, too . . . because it is 
well known that men do their best work in 
pleasant surroundings . . . particularly in 
these days of tension and stress. 


On the practical side, a new and well- 
planned office is a sound business invest- 
ment, which pays dividends in working 
efficiency. 


The best way to tell how a Macey-Fowler 
office will ‘fit’ your needs is to talk with a 
Macey-Fowler man . . . for whether your re- 
quirements call for a single well-organized 
work desk, or a complete executive suvite— 
you'll find that for quality and service your 
dollars buy more at Macey-Fowler. 
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CHICAGO is the focus this 
month for all interested in office 
administration as the annual 
seminar and business show of its 
very active NOMA chapter, the 
Office Management Association 
of Chicago, gets under way. For 
a complete advance story on 
topics to be covered at the con- 
ference, and a view of the new 
business machines to be seen at 
the show, see pages 37-38. 
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class mail privileges authorized at New York, N. Y. 


* See a 4 hal a et Ps ne a otk ~ es ne area om 4 ¥ <a = > ip or a. Ga Pea + alt 
3 = A i eS i eS . ee, eee 7 +e in - 
tent >" 
“tee 
aes 
= 
= 
~ - 
] RR soso gs. ER Ee TNS ea a ee ee i Re ee as 
| ro SS r——————RERERR ——h —e—ese ec | ite 
ae oS vy 
re : ee . eee 
TT 4 e ee 
pe ee 
- : QO 1 = si 
ES = 
Cee a C 2 * 
ae % 5 is 
| ee i 4 i 
} i ‘ oe a 
ee e * 
eee ce fe 
— - . ei 
ae - . 4 A ‘ 
ee 2550s OR ee * of 
oF te 
i 1 
PE yes 
Lae 
5 | penis 
, a 
ee om 
iy 
ps : 
| ‘k 
2s aa 
a7 Pe 
aa pay 
: Br a 
po Z 
Berg 
: ee a 
ees - 
: ' inn 
; i ee, 
Dean 
: i Siig co 
: ; 8 eee 
sf j 7 © ug 
: er. 
¢ | ae 
‘ aA 
: Keer 
; ae 
| Bo F 
: | : 
«l 
Ba 
| : mm. > 
_ ee : 
j 
a zt iN ea 
a 7 } rt yet ple: 
; — ue | 
be ? } Sir ihe ae 
oe - ran) 
a . 3 ¢ i i! 
= . > a 7 a v, " 
‘ wy +. 4 
a rh Sas : 
rr eee yt ll an 
= a af wey ah 
3 > ESSE ye ray 
be: Wie Gag ‘i, } ey tan 
“ _ if jo fe ged. 
‘ " 7 ‘ d <q os A 4 en, 
5 ue ; Yaga a % a" in >, . } ea 
: ts } ee: “ ite m2 .. 4 
: a te = vente a 
a 2 Fe 
" oe 4 e* ate 3 , 
; " le f . 3 bie at 
Ts er = i oe iit oo 6 ae 
4 lar * galled d i! TT } mi oe 
a ; p .. ¥ 
A ef Ad 1 he! e 3 Ei ie, 
} " ee : ie? x 
. ee 4 “+2 ke ae “i 
; i] os ; 
*, S liat i 4 
mi — tea 
P ' A SA ET SA aI TS SE wre as (ee 
; ite 
<9 
7 Gee 
li 
ae 
5900 
a! 
mn i 
oo Mewes s 7 BE . : : j ( 
| OT? 5 eee og & cae ag) = 7 . S z é ‘i " ‘a 
St ie a, ae ; thee : oe, ae ee ; Se fee. a i fee —) a © 
ie, = ees ag nea ee oe — — ae a 5 en |e ae. a 7 4 ee i aa a. 4 


With one centralized record section to 
serve five separate companies . . . what kind of 
filing system would you select? 


READ HOW 


4 


Master files (containing over 250,000 names) controlled by 


the New Natural System of filing by Wabash. One guide 
every 25 cards makes finding any card a matter of seconds. 


RECORD KEEPING [| 
FAST AND ACCURATE) 
FOR ; 


Michigan Farm Bureau 


mes. 


—_—=— £zA 


Managing the Internal Service Department for Michigan 


— Farm Bureau, Mr. W. Victor Bielinski has the exacting job off 
Wabash Ledger Guides were custom-tailored. Machine post- ne filing and finding materials for five separate appt, 
ing of stock records is now a much easier job. panies—all in one centralized record section! Says Mr. Belin: 


ski: “Record keeping is a vital function of our organization 
and the integration of records for five separate companies undef 
one roof makes it imperative that filing be an efficient operation 
that can be accomplished with speed and accuracy, and of 
course, the ability to find records fast! 


~ 
ie 


“We have found Wabash Indexing Systems truly valuable 
in our work. Because of the unusual nature of our business, it 
was necessary for Wabash to tailor make some of our indexing, 
The Wabash Indexing Analysis, the Proposal, and actual installa- 
tion in our offices all helped increase our filing efficiency. Out 
experience with Wabash Indexing during the past two years has 
proved its value many times to us. All five of our companies use 
Wabash. (Farm Bureau Mutual Insurance Company of Michi- 
gan, Farm Bureau Life Insurance Company of Michigan, 
Farmers’ Petroleum Cooperative, Inc. of Michigan, Farm Bureau 
Services, Inc. of Michigan, and the parent company, Michigan 


Wabash Airline System indexes personnel records and execu- Farm Bureau.) Frankly, I don’t know how we got along without 
tive files. Everything is visible at a glance. Record Control it! 
System locates every paper in or out of file. 


Hae! i 


There is a Wabash Filing System that meets every type of 
filing and finding need. For a free, no-obligation-to-you demon- 
stration of the advantages Indexing by Wabash offers you, con- 
sult your nearby Wabash dealer. Or write: Customer Service 
Department, Wabash Filing Supplies, Inc., 386 South Wabash 
Street, Wabash, Indiana. 


Wabash Open Shelf Filing Guides and Folders aid 
Insurance Records Section. Guides have high visibility. 
Wabash Thinline Fastener Folders are easy to remove 
and replace. The Open Shelf System by Wabash is 
capable of easy expansion, eliminates cabinets. 


— +. - Oa | 
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Supervisor of the filing section for Farm Bureau 
Life Insurance Company of Michigan, Mrs. Mari- 
lyn Meade, says: “The Wabash Open Shelf 


, use Wabash Proposal (made after an Indexing Analysis) took into con- 
chi- sideration: Heavy use of master file, minimum of filing space, cen- 

tralized records for five companies, and ded. Wabash 
gan, specialists worked with local dealer (Weger Business Systems, Inc., 


reau Lansing, Mich.) to tailor the systems for Michigan Farm Bureau. 


igan 


Whether your problem is getting more files in a 


> of limited space, finding a new method of locating rec- 
ion- ords in a hurry, or a cross-indexing problem, your 
‘on- local Wabash man can help you find the answer 
i quickly, efficiently and at low cost. Consult your 
as 
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Filing System is wonderful. 
sold on it as a superior filing system. Now, our 
girls can work without getting in one another's 


out For the Answer to ANY System Filing Problem...Ask for the Wabash Man 


FILING SUPPLIES, Ine. 


386 South Wabash Street e Wabash, Indiana 


way—so our work is done faster! Housekeeping 
is easy too because the files stay so neat.” 
Note great visibility of Wabash Guides in files. ‘a 


1 am completely 


Faster filing and finding . . . immediate access to all 
records . . . and happier people because of better filing 
efficiency . . . that’s why Michigan Farm Bureau likes the 
Wabash methods of Indexing. You will too. Call your 
Wabash man, or write Wabash Filing Supplies, Inc. 


telephone directory for the name and address of your 
local Wabash Dealer, or write Wabash Filing Sup- 
plies, Inc., 386 South Wabash Street, Wabash, 
Ind. No cost or obligation 

to you for free fileanalysis. | ce ; 
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A flip of the switch... 


a press of the button... 


Auto-typist eliminates routine typing 
and dictation...by automation 


Auto-typist brings you office automa- 
tion! It’s the fastest, most accurate 
way to handle all repetitive corre- 


spondence . . . and it’s true that well 
over half of general office correspond- 
ence is routine, or follows a standard 
form. Sales letters, order acknowledg- 
ments, answers to inquiries, collection 
letters, just to name a few, can be 
handled efficiently and economically 
by Auto-typist. Any one of your girls 
can turn out 125 letters a day with an 
Auto-typist—3 to 4 times normal man- 
ual typing output. Any standard office 
typewriter can be converted into an 
automatic typing machine—and one 
average typist can operate as many as 
four Auto-typists.  ~ 

How Auto-typist works . . . Care- 
fully prepared letters or paragraphs 
are perforated on a paper roll which 
operates the typewriter keys . . . simi- 
lar to a player-piano roll. Twenty or 


AMERICAN AUTOMATIC TYPEWRITER COMPANY + 2323 NORTH PULASKI ROAD + CHICAGO 39, ILLINOIS 


thirty complete letters can be in- 
cluded, or a series of paragraphs 
which can be combined to make up 
many letters. 

Salutations are manually typed, 
then, by merely pushing the num- 
bered button or buttons that corre- 
spond to the letter or paragraphs 
desired, Auto-typist automatically 
picks out the letter, or assembles the 
paragraphs in proper order, and types 
it perfectly! Manual insertions can 
also be made at any point desired. 

The Auto-typist method . . . the 
perfect push-button method of typing 
automatically . . . offers definite sav- 


ings to every cost-conscious organiza- 
tion. Write for free booklet. 


MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Labor opens campaign to 
organize office workers 


A plan by which the united labor 
movement will launch a campaign to 
unionize 13,000,000 unorganized 
white-collar workers was revealed re- 
cently at the closing session of the 
mid-winter meeting of the Executive 
Council of the American Federation 
of Labor and Congress of Industrial 
Organizations in Miami Beach, Fla. 


A total of 120 organizers will be as- 
signed by the parent body to work 
with a score of international unions 
in trying to “crack” the white-collar 
field. Plans for the oganizing drive 
were received enthusiastically by John 
W. Livingston, director of organiza- 
tion for the combined union, who said 
results of isolated attempts to enroll 
white-collar employees in various 
areas had convinced him there was 
“greater receptivity to unionization” 
among these workers than ever before. 


Even though four workers are still 
unorganized for every union member 
in banks, insurance companies, retail 
stores, offices, government agencies 
and other white-collar enterprises, 
most top unionists appeared to believe 
chances for an immediate _break- 
through of major proportions were 
slight. At present, an estimated 3,000,- 
000 white-collar employees are union- 
ized; the two principal unions now 
active among these workers are the 
Office Employees International Union 
and the American Federation of State, 
County and Municipal Employees. 


George Meany, AFL-CIO president, 
made plain the hope of the federation 
to offer assistance to every union in- 
terested in organizing the workers 
without being halted by jurisdictional 
roadblocks. Mr. Livingston said he 
intended to hire 35 or 40 young men 
and women for the new drive. The 
federation also will assign 80 or 85 
organizing staff members to concen- 
trate on the campaign, and _ specific 
assignment plans were expected to be 
worked out in Washington in several 
weeks. 


The non-union group in white-collar 
industries represents more than half 
of all unorganized workers in the 
nation, the chief organizer stated. The 
federation now has 15,000,000 mem- 
bers; and another 2,000,000 workers 
are members of independent unions. 


(To page 10) 
OFFICE MANAGEMENT 
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The only thing operating in Department 3 
is the cigarette machine. But these men 
aren’t loafers. It’s just that no work has 
reached their department. 


Yet in certain other departments there’s too 
much to do. Overtime on the one hand... 
idle time on the other. Think what schedul- 
ing like that does to profits! 


With the Keysort Plant Control Plan, man- 
agement would be getting full production 
right now. For PCP could have prevented 
this situation — right in the office. 


PCP not only helps management plan in 


advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. Your 
office people simply punch pertinent in- 
formation into the Keysort cards... 
Keysort them . . . and summarize direct to 
reports. There’s no transcribing . .. no cost- 
ly, time-consuming intermediate steps. You 
work with the original document only. In- 
formation is gathered daily — as it happens. 
Management gets it on time. And at re- 
markably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us. 
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Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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Copy ledger size reports 
in just 6 seconds 


E = | New THERMO-FAX “Fourteen’”’ Copying Machine 
ie copies wide-width sheets by electricity alone... 
eliminates chemicals, negatives and liquids forever! 


Now you can copy full size 14x 17 inch ledger sheets, or tax 
reports, legal documents and special forms as well as routine 
office material in 6 quick seconds. The new THERMO-FAX 
“Fourteen’” Copying Machine has 
an exclusive All-Electric process 
that is entirely dry. It eliminates all 
chemicals, liquids or negatives. You 
get copies when you need them for 
as litle as 5¢ each. For details on 
this truly modern way to speed 
paper work in your office, send the 
coupon below right now. 


& 


erase 


COPYING MACHINES 


pthermo-Fax 


in 6 seconds 


moOUCT o, 


¢ 
The terms THERMO-FAX and FOURTEEN are trademarks of Minnesota Mining & 
yg Co., St. Paul 6, Minn. Gen Export: 99 Park Ave., New York 16, N.Y. In Canada: 
a “4 P.O. Box 757, London, Ontario. 

fseanc 


Minnesota Mining & Manufacturing Company 
Dept. KN-37, St. Paul 6, Minnesota 


Send information on the new time and money-saving THERMO-FAX 
“Fourteen” Copying Machine. 


Name 


Cc 


a LA 


Address 
City. Zone State 
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IBM awards record amount 
for employee suggestions 


The largest amount ever paid to 
employees of International Business 
Machines Corp., New York—$639, 
349.20—for suggestions to improve 
the company’s operations was award- 
ed in 1956, Walter A. Harris, director 
of the IBM Suggestion Plan, has 
announced. 

According to Mr. Harris, a total of 
131,242 suggestions was submitted by 
employees last year, a 23 per cent 
increase over the total for 1955. The 
company adopted 23,389 of the sug- 
gestions received. In the past five 
years, the company has paid a total 
sum of $2,189,374 in awards for 82,023 
ideas adopted. 

Included in the 1956 total was the 
highest award ever paid by IBM for 
a single suggestion. A $5000 payment 
last November was awarded to Ed- 
ward J. Hayden, a customer engineer 
at the Church Street office in lower 
Manhattan. Mr. Hayden’s suggestion 
was for an improved bedplate in IBM 
card punch and similar accounting 
equipment. 


Automation to pose “many” 
problems, survey finds 


The jpossibility that automation will 
create “many new problems, requiring 
careful management consideration” 
was acknowledged recently by 52 per 
cent of official National Management 
Association club delegates surveyed on 
managerial questions specifically relat- 
ing to the first levels of supervision. 
In answering the question, “What 
effect do you think automation will 
have on management-labor relations,” 
six per cent indicated the belief that 
“very few new problems” would arise; 
42 per cent said there would arise 
“some new problems, requiring special 
attention,” and the remaining respond- 
ents indicated that many new prob- 
lems will result. 

The survey, for which the associa- 
tion polled representatives of first level, 
staff and high level managerial posi- 
tions, listed six steps which might 
improve the supervisor’s job. Respond- 
ents were asked to rank these steps 
in order of importance in reaching 
that objective. 

Figures representing the percentages 
of those who placed a particular factor 
first, and those who placed it either 
first or second, are: 
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NAME PHONE ADDRESS CITY STA’ 
Fulcher, LS TR 1 1456 608 Cabel Washington | DC 
Goebel, Arthur M | HA 4 6732 1674 Grand Seattle Wash - 
i Ne s TANT & CREDIT AUTHORIZATION 
2 ie - & % a N & ADDRESS NAME AUTHORIZED LIMIT 
1722 Naples St Davis, WL Mr & Miss C-3 
7 4465 Kenmore Ave Eggers. Joseph Mr A-2 
with 
Ree 
Ne i—e VISIBLE PRICE RECORD 
y, 
FLEXOLINE CAT NO | ITEM T wart T List | JBR | DLR | BRANCH 
534-65 Tube, Glass 4" 35 -20° 50 .18 
534-66 Tube, Glass }" rt a a a ae 
BADGE NUMBERS 
NO NAME DEPT LCKR FL BLDG 
1654 | Simner, Berney 2c Be ee” er ee ee ee 
1655 | Barber, Wm M —: ee Ww ee a 
Pvt SENIORITY LISTINGS 
Year after year more businesses are DEPT | JOB CLASS _ PLANT DEPT 
buying ACME FLEXOLINE to save Wilitaasom anraorge N 45_| Mach Opr 11-11-45 | 12-1 
reference time on hundreds of different cearppnes . Delter 45_] Mach Hipr 11-25-46 | 12-2 ; 
kinds of records. 
Listings are typed on scored FLEXOLINE 
BIN LOCATIONS 
sheets, separated in strips and filed just — ddaa 
where they belong. New strips are ve 
quickly inserted . . . obsolete strips PART 0] aa T T oa) Bin 
removed . .. the list is always up to date. GX 138507 FUSE 2 Amp Ble : Mss En : i Dis 
CX 142303 BULB Lamp 2 A 8 3 1.50 
FLEXOLINE record equipment provides 
for a few hundred, or hundreds of thou- 
sands of individual records. Let the 
Acme man show you how FLEXOLINE SHIPPING 
can serve you. . . or mail coupon for 
illustrated literature. 
CONNECTICUT ¥ 
Branford | Wilson to Richmond c/o McLean 
Centerbrook Smith to Baltimore c/o Associated Transp 
District Offices and Representatives SESE TR Ee eee reas ss il lian i eaasta aca iamiamh atin 
in all Principal Cities Y-357 
ACME VISIBLE RECORDS, Inc., Crozet, Virginia 
(_] We are interested in Acme Visible Equipment for records. 
[| Have representative call. Date =  —a 
[| Send us more information and Meretuve ¢ on | FLEXOLINE. 
Cc pany Attenti 
Address 
City Zone. State 
MARCH 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page ll 
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How XEROGRAPHY 


cuts duplicating costs *12,000 
a year for Z IPPO manuracrurine company 


“am 
“ae 


Y * ae 


SPEEDS PAPERWORK... 


e Plate cost reduced from $3.00-6.00 to 
25-35 cents 


e Reproduction costs reduced more 
than 75% 


e Outside deliveries of copy eliminated 


The Zippo Manufacturing Company, 
Bradford, Pa., largest producer of man- 
ually operated lighters in the world, takes 
understandable pride in its assurance of 
quality to the customer. Zippo lighters 
are unconditionally guaranteed for life. 
There is never a charge for repair, regard- 
less of age or condition. 

Zippo distributes nationally and inter- 
nationally through specialty jobbers, 
wholesalers, and tobacco, drug, and jewel- 
ry jobbers. Obviously, in an operation so 
widespread, there is much paperwork. 

Before the installation in 1952 of 
XeroX® copying equipment, communica- 
tions between the home office and field 
were often delayed due to time required 
in obtaining offset plates. The time lag in 
price-change notices reaching 
salesmen and jobbers averaged 
two and a half days. Plates costs 


WRI TE for proof-of-performance folders 
showing how xerography is saving time 
and thousands of dollars for companies 
of all kinds, large and small. 


THE HALOIDB COMPANY 
57-81X Haloid St., Rochester 3, New York. 


Branch offices in principal U. S. cities and Toronto 


Zippo Manufacturing Co. Plant, Bradford, Pa. 


e 60-hour delay in price-change notices 
eliminated 


e Complete quality contro! of plates 
and copies assured 


e Communications speeded in all 
operations 


were expensive, running from $3.00 to 
$6.00 apiece. Since hundreds of plates 
were used per year, this item reached 
sizeable proportions. 

Now, with xerography—the fast, dry, 
electrostatic copying process—$12,000 is 
being saved annually. In addition, Zippo’s 
communications have been dramatically 
improved. Time delays in price changes 
have been eliminated, and notifications go 
out the same day. Offset paper masters 
prepared by xerography cost only 25 to 
35 cents. Xerographic operation is clean, 
and is easily handled by an office girl. 

Zippo reproduces reports, engineering 
drawings, forms, news stories, and maga- 
zine articles as well as other pieces requir- 
ing duplication. As many as 14,000 copies 
are made from a single master. Zippo says 
its new system is the most versatile copying 
method available. 


The fastest, cheapest, most versatile way to make masters for duplicating 


Anything written, printed, typed or drawn can be quickly copied by 
xerography onto masters for duplicating. Copies in the same, enlarged, 
or reduced size can be made from one or both sides of the original 
material, by this dry, photo-exact, electrostatic copying process. New 
developments make xerography the one, all-purpose, fast and economical 
process for copying onto different types of masters for duplicating. 


HALOID 
XEROX 
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“More and quicker information 
from top management on policies and 
decisions” — 36 and 69 per cent; 

“Better understanding of just what 
is expected of the supervisor” — 26 
and 53 per cent; 

“More participation by the super- 
visor in management decisions” — 18 
and 36 per cent; 

“More training” — 15 and 31 per 
cent; 

“More authority” — 2 and 8 per 
cent, and 

“More pay” — 3 and 8 per cent. 

Other questions included in the sur- 
vey, and the percentages, were: 

Is college training important to the 
supervisors’ job? “Helpful, but not re- 
quired” — 75 per cent; “very impor- 
tant” — 24 per cent; and one per cent 
dismissed it as of “no particular value.” 

What do you think about retirement 
at the age of 65? “Should be required 
of all” — 22 per cent; “should be the 
general rule, with exceptions possible” 
— 54 per cent; “should not be re- 
quired” — 24 per cent. 

In general, how helpful do you 
think the personnel or industrial rela- 
tions department is to supervisors in 
dealing with employee grievances and 
complaints? “Very helpful” — 54 per 
cent; “of some help” — 29 per cent; 
“not too helpful” — 17 per cent. 

How well do you believe top execu- 
tives understand the problems of the 
supervisor’s job? “Understand most 
problems” — 34 per cent; “understand 
some, but not all” — 59 per cent; and 
seven per cent said there was “little 
executive understanding” in this area. 

The 404 respondents represented 
387 companies in 34 states and Can- 
ada. 


In Short— 


Sales of office equipment, supplies in 
1957 estimated at $2,500,000,000 
Potential purchases of office equip- 
ment and supplies this year, as re- 
ported by visitors to the 1956 National 
Business Show held in New York 
City, are estimated conservatively at 
$2,500,000,000, a survey conducted at 
the New York Coliseum during the 
Show indicates. Based on a sampling 
of 1030 interviews by the research or- 
ganization of John T. Fosdick Associ- 
ates, the estimated potential actually 
represents only 50 per cent of reported 
anticipated expenditures. Individual 
company estimates ranged from a low 
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“This refers to yours of the 10th...” 


Some people still hammer out commu- 

‘nications one character at a time. 

_ Others use DATAFAX—the fast 
Stewart-Warner electronic way to 
transmit all data over standard tele- 
phone lines. 

Datafax transmits and records any 
Material: correspondence, drawings, 
Pictures, printed matter, even hand- 
_Written notes. And since copies are 
exact duplicate images of the original, 
‘chance for error is eliminated. 


Cost? 


_ Automatic transmission and recording 

eliminate need for full-time operator; 
'Tecorders will even respond to trans- 
_ Missions sent after the office is closed 


for the day. Datafax also eliminates 
retyping, proofreading, intermediate 
handling, intransit delays—and their 
clerical costs. The clear, smudge-proof, 
permanent Datafax copy costs less 
than 2¢ for a letter-sized unit, plus 
pro rata line charge. 


Chances are your accounting...in- 
ventory control...engineering...pro- 
duction...branch sales...and ware- 
house operations have outgrown Stone 
Age Communications. If so, you’ll want 
to find out about Datafax. 


First, send for your copy of the free 
Datafax bulletin. Write: Stewart- 
Warner Electronics, Dept. 42, 1300 No. 
Kostner Ave., Chicago 51, Illinois. 


| 


t 


Fil] ELECTRONICS 


a Division of Stewart-Warner Corporation 
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FIRST..- FABRIC RIBBON 
NEXT... CARBON PAPER RIBBON 
NOW...COLUMBIA’S EXECU-TAPE 


EXECU-TAPE 
BLACK 


So clean you can 
see through it! 


The cleanliness of Execu-tape 
is demonstrated by this photo- 
graph. The transparency of 
the roll shows that the edges 
are free from the slightest 
trace of carbon. 


a 


| Execu-tape, Columbia's new ribbon for all carbon ribbon using 
typewriters, has created a new standard of excellence for execu- 
tive correspondence. 

Typing by Execu-tape is the closest approach to real printing 
| yet achieved! Amazingly uniform, distinguished, sparkling —im- 
| pressions by Execu-tape are in a class by themselves. 

ie And not only does Execu-tape produce the ultimate in execu- 
ee tive correspondence, but it provides the perfect original for all 
copying processes. Five true-hue colors: Black, Green, Blue, Red 
and Brown. - 


ie e 


o EXECU.-TAPE 


COLUMBIA RIBBON & CARBON MFG. CO.,. INC., GLEN COVE, N. Y. 
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of $1,000 to a high of $5,000,000, re- 
ported by two companies. Nearly 25 
per cent of all persons interviewed, 
three-fourths of whom were of execu- 
tive level, were interested in purchas- 
ing accounting and bookkeeping ma- 
chines. Electric typewriters and add- 
ing machines also ranked high on the 
anticipated purchase list. 


Forty-third nation enters 
U. S. World Trade Fair 

Eleven more nations have announced 
their entry into the United States 
World Trade Fair, scheduled for the 
New York Coliseum from April 14 
through 27, bringing to 43 the total 
number of participating nations in the 
international exposition. In inviting 
foreign nations to participate, President 
Eisenhower said: “The U. S. World 
Trade Fair offers the world’s business- 
men a common marketplace in_ the 
Western Hemisphere. More than this, 
it is a practical demonstration of the 
economic inter-relationship of nations 
through the exchange of foods and 
services.” More than 100,000 buyers 
from every section of North and 
South America are expected to attend; 
and American consumers will have the 
unusual opportunity to examine thou- 
sands of foreign-made products from 
both sides of the Iron Curtain. 


Office firms merge, expand; 
others announce moves 


Mosler Safe Co. 

A modern office building to house 
expanded activities of its Washington, 
D.C., branch office will be constructed 
in the northwest section of the nation’s 
capital by Mosler Safe Co., New York. 
The building’s facade will feature a 
large expanse of plate glass, and visible 
from the front window will be a 
10-ton Mosler Century vault door. 
Mosler Research Products, Inc., a 
Mosler affiliate, also will be housed in 
the new structure, expected to be com- 
pleted by August. 


Union Carbide and Carbon Corp. 
Plans for a 52-story stainless steel 
and glass home office building for 
Union Carbide and Carbon Corp. in 
New York City have been announced 
by Morse G. Dial, president. The 
building will consist of an ultra-modern, 
single-block tower extending about 
750 feet above street level. It will 
contain approximately 1,500,000 


(To page 56) 
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TE RR TO 


Want more time 
to think ? 


THOUSANDS OF EXECUTIVES SKIP HOURS OF TIME-CONSUMING PAPERWORK WITH VERIFAX COPYING 


MAGINE answering half your mail 
I without dictation and typing... 
doing away with “I quote the cus- 
tomer” memos . . . dispatching cop- 
ies of incoming reports (with your 
notations) to key men simultaneously. 


You'll do all of this—and more— 


Price quoted subject 
to change 
without notice. 


ONLY $148... . Kodak’s new Verifax 
Signet Copier makes 5 copies in 1 min- 
ute for just 242¢ each. Even one-man 
offices report saving its cost the very 
first month! Thousands in use. Pays to 
have one in every department. 


with brief pencil or pen jottings and 
Verifax copies. (Your secretary can 
make 5 of these photo-exact copies 
in 1 minute for just 2%¢ each.) 

If a Verifax Copier did nothing 
more than cut dictation and typing, 
it’s safe to say you'd save its cost the 
very first month. But this versatile 
copier does jobs other office copiers 


can’t touch. For example—makes 
copies on your printed office forms 
. . . even makes an offset master in 
1 minute for as little as 15¢. 

Mail coupon for new “Short Cuts” 
booklet . . . and details on complete 
line of Verifax Copiers. Or phone 
nearest Verifax dealer, listed in “yel- 
low pages” under photocopying 
equipment. 


[erifax Copying 


DOES MORE... COSTS LESS ... MISSES NOTHING 


—————oo OO - MAIL COUPON TODAY ——————————-———— 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free Signet folder and 72-3 


“Short Cuts” booklet. No obligation. 


Name Position 


Company 


Street 


City State. 
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Important 
correspondence 


makes the 


BEST 


IMPRESSION 
when typed with 


WEBSTER 
SILK STAR* 


For those really important 
letters — that must speak 
and sometimes sell the high 
caliber of your company, 
here's why people who know 
choose Webster's Silk Star: 


Silk Star is made from tightly woven, finest 
silk. The sheer, smooth fabric permits crys- 
tal-—clear impressions that mirror the face 
of the type. 


Silk Star is consistently strong. It will 
withstand the severe cutting action of type 
...Oof constant pounding day after day and 
still give sharp, legible and even typing 
results. Silk Star is extra-long for extra 
service. It means fewer ribbon changes and 
4 longer service from each ribbon. 


Try them now and see the difference. 


*To prove it, we'll gladly send you a 
free sample. Please write on your 
company letterhead stating make and 
model of your typewriter, and type 
style. (Elite or Pica) 


Make it clear 
..you want WEBSTER’S 


AT LEADING STATIONERS EVERYWHERE 


F. S. Webster Co., 3 Amherst St., Cambridge 42, Mass. 
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People in the News 


Richard E. Damm has been ap- 
pointed general office manager in ad- 
dition to his position as credit man- 
ager of the L. O. F. Glass Fibers Co., 
Toledo, Ohio. 

Richard M. Godfrey has been named 
district manager for the Edison Voice- 


writer Division of Thomas A. Edison — 


Industries in Spokane and Tacoma, 
Wash. 

Seymour L. Merrall has been ap 
pointed manager of the Systems and 
Procedures Department of Stromberg- 
Carlson, Rochester, N. Y. 

Harry E. Pinkerton has been named 
president of the Inter-continental Elec- 
tronics Corp., Mineola, New York. 


Books and Pamphlets 


Business Success Handbook, by 
Harry Simmons. A 322-page study of 
factors contributing to success in to- 
day’s business world, this book in- 
cludes suggestions from more than 70 
business leaders on a variety of busi- 
ness subjects. The study covers such 
diverse topics as human _ relations; 
methods to develop constructive atti- 
tudes; improvements in reading, writ- 
ing, vocabulary, speaking abilities, 
executive personality and good judg- 
ment; and means by which to profit 
from suggestions. The author of the 
book, which sells for $4.95, is a man- 
agement consultant and _ educator. 
Harper & Brothers, 51 E. 33rd St. 
New York 16. 

Employee Interest in Company Suc- 
cess, by John W. Riegel. This new 
book, written by a professor of Indus- 
trial Relations at the University of 
Michigan, analyzes reasons for em- 
ployee interest in, and employees’ op- 
portunities to contribute to the success 
of their companies. Chapters cover 
such topics as how this interest can 
benefit a company, characteristics re- 
lated to interest, actions and conditions 
which may stimulate interest, and con- 
versations and messages between top 
management and employees which 
might encourage sustained interest. 
Price of this 275-page book, $4.75; 
Publications Distribution Service, Uni- 
versity of Michigan, Ann Arbor, Mich. 

(To page 42) 
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“‘Clutter-Top’s’’ sto 


i, WEEE, a ns eis 


# If desks in your office look like this, you’ ll be interested in 


apenas — 


MARCH 1957 


A “Clutter-Top”’ shows how he became ‘“‘clutter-proof” 


Look what happened to“old clutter top! 


CORO O OEE EEE EEE EEE EEE EEEEEEEEE EEE EEE EEE EEE ESET EEEEE EEE SESE EEE EES ESSE SEES SEES EEE EE SEES ESE EEEEES 
. 


Cluttered desks are a sure sign of an old fashioned 
office—a carry over from the 20’s. Today’s modern 
offices have ‘‘clutter-proof’’ desks—the ingenious 
Shaw-Walker Desk that makes other desks obsolete. 

With these new desks, time-wasting top clutter 
and drawer hodgepodge are eliminated. Fully 75% 
of things that drift around on top of other desks 
have a specific place inside this desk. There are off- 


“Built Like a 
Sk 


) SHAW-WALKE 


Cluttered desks were believed incurable until 
the new manager moved in “Clutter-Proof" Desks 


. 
COCO OEE E EEE SEES EEE EEE EEE EEE SEES EEE EEE EEEE SESE E ESSE EEE EEEE SESE EEE EEEEEE EEE HESS EEE EEEEEEEEEES 


the-desk trays for incoming, out- 
going and pending letters, off-the- 
desk space for work organizers, 
workseparators, deferred projects, 
binders, books, pads, forms, card 
lists. There’s even an in-drawer 
wastebasket and provision for in-drawer phone! 

With Shaw- Walker “‘Clutter-Proof’’ Desks, usable 
working space on the desk tops is doubled. And with 
everything so well organized inside the desks, more 
work gets done, easier, faster. 

See these ‘‘clutter-proof’’ desks at our local 
branch store or dealer or write Shaw-Walker, 
Muskegon 36, Michigan, for “‘Picture Facts.” 


Largest Exclusive Makers of Office Equipment 
Muskegon 36, Mich. Representatives Everywhere 
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End decimal-point errors with the first and 
ONLY CALCULATOR THAT SETS ALL DECIMALS AUTOMATICALLY! 


MARCHANT’S NEW 
eo 


Deci- Magic is the world’s first and only 
calculator to set decimals automatically in 
the keyboard and all dials with a single 
key setting! The drifting decimal is gone 
forever—and with it the embarrassment, 
trouble, and expense that go with wrong 
answers. 

Touching just one key one time guaran- 
tees you correct decimals from the start of 
a problem right through to the result in the 
answer dial. Then Deci- Magic automati- 


cally positions the carriage dials in readi- 
ness for starting your next calculation. 
Now you have positive protection against 
misplaced decimals . . . with the new 
Deci- Magic! This big new advantage, and 
many other exclusive advanced features, 
make Deci- Magic the easiest calculator to 
use ever built. Ask your nearby Marchant 
Man for a demonstration . . . or send the 


——~ - 


coupon for details about this amazing new | 


Marchant. 


DECI*MAGIC does it ALL for you—automatically ! 
ALL Decimal Setting + ALL Dial Positioning + ALL Clearing 


Mail this coupon, with your business letterhead, 


to the address at right for E-3 
Information on the new Deci-Magic . . O 
Index to Modern Figuring 


by Marchant Methods . 


eee * 


Couwon on Last Page 


MARCHANT 
CALCULATORS 


OAKLAND 8, CALIFORNIA 
OFFICE MANAGEMENT 
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You touch one key one time to set all your decimals automatically... that’s DECI- MAGIC! 
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Introducing 


Perimeter 
by Wable 


Here’s Modular Lounge Seating with infinite 
arrangement and decorative flexibility. 


Adaptable Companion Tabies 
For complete flexibility, Perimeter 
tables are Free Standing, End 
Positioned or Inter Positioned. 
Durable black or white Formica tops 
are framed in beautiful, hand-rub 
walnut. Tapered legs can be brass, 
chrome or copper. Underseat 
support arms are walnut. 


See Perimeter Lounges at your Marble 
Dealer’s Showroom, or for complete 
Perimeter description write today to 
The B. L. Marble Chair Company, 
Bedford, Ohio. 


pu 

Sp 

Ple 

In: 

fer 

M: 

Sp 

SO 

0) 

Ch 

St 

tic 

to 

M 

Y 

Sj 

© Perimeter wall-saver lounges are equally at home at 
in reception areas, lobbies or private offices. B 
Wherever used, they extend a gracious invitation A 
to your office guests to relax on molded foam P 
rubber, comfort cushion seats. s 
These graceful modular units can be used as individual 2 
pieces or combined for desired decorative or s 
functional effect . . . as attractive room dividers to = 
break up large areas, to improve traffic flow. If you E 
have a small space problem, youll find Perimeter’s I 
design the ideal means of increasing seating capacity. } 
I 

] 

< 

] 

‘ 


Wide Selection of Arm Decoration 

5 arm styles to choose from, You can easily achieve i 
any desired decorative effect. While all Perimeter arms 

have identical, distinctive shapes, their rich walnut 

frames can be finished with cane or 3 horizontal rods 

of copper, chrome or brass. All upholstered 

arms also available. 


The World’s Largest Selection 
of Fine Office Seating 
Contemporary 

Modern 

Traditional 

Designed with Ageless Form 
and Enduring Substance 
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Coming Events 


1957 Conference on High-Speed Com- 
puters. Baton Rouge, La., March 5-8. 
Sponsor: Louisiana State University. 
Place: Baton Rouge, La. 


Insurance (Employee Benefits) Con- 
ference, Chicago 

March 11-12. 

Sponsor: American Management As- 
sociation. Place: Palmer House. 


OMAC Business Show and Seminar. 
Chicago, March 11-14. 

Sponsor: Office Management Associa- 
tion of Chicago. Place: Conrad Hil- 
ton Hotel. 


Military Automation Exposition. New 
York, March 18-21. 

Sponsor: Richard Rimbach Associa- 
ates. Place: New York Trade Show 
Building. 


AMA Conference on Research and 
Product Development in Medium and 
Small Companies. Ohicago, March 
25-27. 

Sponsor: American Management As- 
sociation. Place: Palmer House. 


Executive Conference on Operations 
Research. Chicago, April 1-2. 
Sponsor: University College, The Uni- 
versity of Chicago. Place: The Palmer 
House. 


1957 Annual Meeting and Convention 
of the National Microfilm Association. 
Rochester, April 1-3. 

Sponsor: National Microfilm Associa- 
tion. Place: Sheraton Hotel. 


Symposium on Systems for Informa- 
tion Retrieval. Cleveland, April 15- 
17. 

Co-Sponsors: Western Reserve Uni- 
versity and the Council on Documen- 
tation Research. Place: Western Re- 
serve University. 


National Furniture Design Show. Chi- 
cago, April 22-27. 

Sponsor: Home Furnishings Market 
Committee. Place: Merchandise Mart. 


NOMA International Conference and 
Exposition. Los Angeles, May 12-16. 
Sponsor: National Office Management 
Association. Place: Hotel Statler and 
Shrine Auditorium. 


Eighth Annual National Conference 
and Convention of American Institute 
of Industrial Engineers, Inc. New 
York, May 16-18. 

Sponsor: American Institute of Indus- 
trial Engineers, Inc. Place: Hotel 
Statler. 


MARCH 1957 


THE LISTINGS that surround 
this column and the fact that this 
is the month when the Office Man- 
agement Association of Chicago 
holds its annual seminar and busi- 
ness show reminds us forcibly again 
how very swift is the pace of ac- 
tivity in the meetings, the seminars, 
the conferences through which ad- 
ministrators in the office field ex- 
change experiences, and learn what 
is new. As this is written, the 
AMA’s electronics conference is be- 
ing held here in New York, and 
within the next few months a great 
many more important meetings will 


be held. 


THE SPATE of meetings today 
emphasizes again what a fast- 
moving field this is, a field in which 
it is not enough to become an ex- 
pert at a given time and then rest 
on one’s laurels. One must also and 
always be abreast of the latest de- 
velopments, the newest innovations, 
the changes that are occurring, and 
the changes that are merely in the 
wind. 

AND THE conferences and meet- 
ings listed at the left are just the 
large, open-attendance affairs; be- 
hind them lies an entire network 
of seminars, research and study 
groups, refresher 
courses, in which the general ap- 
proach of the seminars gives way 
to a much more intensive and spe- 
cialized indoctrination. 

IT’S SIGNIFICANT that the scope 
of the subjects covered in the gen- 
eral conferences, at least, as op- 
posed to the concentration on a 
specific subject found in the sem- 
inars, is constantly growing wider. 
This is an indication of the realiza- 
tion that today it may be necessary 
to be a specialist, but it is definitely 


training and 


not enough merely to be a specialist, 
that everyone in a responsible job, 
to be truly effective in that job, 
must be able to see his own field 
or profession in perspective with 
the wider field of which it is a 
part. The most valuable man of all 
is the one who can see all phases 
of his conypany in absolutely true 
perspective, no matter what his par- 
ticular role or specialty may be 
within the company. The man or 
woman who can do this, and base 
this ability on an accurate working 
knowledge of the vzrious activities 
and requirements of the company, 
as well as a very great depth of 
knowledge in his own particular 
bailiwick, is the person who is gen- 
erally conceded to be the best can- 
didate to move into the top man- 
agement echelon — for perfectly 
good and obvious reasons. 


THIS is particularly true under 
the twin impacts of automation and 
operations research, which are 
changing the internal operating 
picture so rapidly in so many of 
our companies. As old department- 
al lines melt and disappear, as old 
routines are replaced by new and 
totally unerthodox ways of doing 
things, it is the adaptable, flexible 
people, the ones who, viewing their 
activities in the framework of the 
total company picture, can anticipate 
the change, see the reasons for it, 
and cooperate in developing the 
new system. It is these who will not 
only survive the changes, but who 
stand the best chance of benefitting 
from them. 


Veober- (1 S-oh, 
Editor 
Robert Beeman, Managing Editor 
Thomas V. Murphy, Editor-in-Chief 
Geyer-McAllister Publications 


AMA Special Office Management Con- 
ference. New York, May 20-21. 

Sponsor: American Management As- 
sociation. Place: Hotel Commodore. 


Thirty-Eighth Annual International 


Cost Conference of the National Asso- 
ciation of Cost Accountants. Washing- 
ton, D. C., June 23-27. 

Sponsor: National Association of Cost 
Accountants. Place: Sheraton Park 
and Shoreham Hotels. 
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Here is the paper you and business form users everywhere have been waiting for! Paper 
that produces clean, clear copies without carbon paper or other carbonization. The 
research laboratories of The National Cash Register Company have developed a special 
paper — called NCR (No Carbon Required) Paper — which eliminates all the slow, 
messy handling of carbon sheets. It works equally well with a business machine, 
typewriter, or pencil. These are the wonderful advantages NCR Paper offers you: 


Cleaner, clearer copies ... Upto 5 legible copies with standard type- 
writer, ball-point pen, or pencil. Eight or more neat copies when 
used with business machine or electric typewriter. 


Faster, easier handling ..-- No handling of flimsy carbon inserts, 
no removing or storing. 


Non-smea ring ... Nosmearing or smudging of copies or fingers. Making 
copies is as easy as putting together 3 or 4 (or more) forms and 
inserting them in business machine or typewriter. Speeds writing 
of invoices, purchase orders, shipping records, ete. 


Ends carbon paper disposal ... With NCR Paper, removal and 
disposal of used carbon sheets is eliminated. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
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989 OFFICES IN 94 COUNTRIES 


For More Information From Advertisers Use Readers’ Inquiry Ccupon on 


Have your forms printed on NCR 
Paper by your present forms sup- 
plier. You'll be amazed how easily 
it solves the problem of producing 
multiple copies. You'll get better, 


cleaner copies in less time! 


#TRAOE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 


ADDING MACHINES - CASH REGISTERS 
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Yearbook on the way 


SOON AFTER THIS ISSUE of Office Management reaches its readers, 
they will receive their copy of the 1957 edition of Office Management's 
Yearbook, second in the series of annual round-ups of up-to-the-minute 
accomplishment and opinion affecting the office management field. 

Last year’s Yearbook had an extremely gratifying reception throughout 
the country. Executives concerned with policies and practices in offices of 
all kinds praised the innovation as a notable addition to the service which 
Office Management gives its subscribers. 

The 1956 edition of the Yearbook was combined with the January 1956 
edition of Office Management; the 1957 edition is being published separately, 
giving broader scope in the handling of Yearbook material, and giving 
subscribers a valuable bonus in the form of an extra, thirteenth, issue. 

Like last year’s, the 1957 Yearbook features the views of many author- 
ities on office management problems, covering trends and developments 
in office systems and procedures, automation, personnel problems, and office 
design and layout. A special section will present pictures and stories of 
the six offices which have won the “Office of the Year” Awards, 
sponsored by Office Management. Developments in tools of the office and 
their uses will be summarized and there will be a highly worthwhile listing 
of new catalogs and other informative material available to the office. 

Watch for Office Management's 1957 Yearbook! 
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How to rate 


The lowest rated supervisors were found to have 
two main personality defects—they were either 
too aggressive or two withdrawn... 


your supervisors—first step 


toward improving their performance 


California program indicates that specific characteristics 
determine supervisor's performance, that poor supervisors, 
through training, can improve immeasurably— 


by Lester Tarnopol 


Luckman, Tarnopol & Associates, M: 


=__ 


EXECUTIVES who are adept at han- 
dling people tend to know themselves. 
Such self-knowledge is a cornerstone 
of human relations. Thus successful 
training courses in human relations 
generally help supervisors gain insight 
into their own attitudes and behavior. 

A second requirement for develop- 
ing human relations skills is under- 
standing others. To be really useful, 
such knowledge must be gained 
through living relationships with peo- 
ple. It cannot be purely theoretical or 
verbal veneer; it must be forged of 
interpersonal relationships in real life 
situations. 

The importance of the supervisor’s 
personality to his employees cannot be 
overemphasized. One supervisor with 
a difficult personality may affect fifteen 
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ing Consultants, San Francisco 


workers adversely; while a boss who 
is easily liked can create high morale 
among these same employees. The 
impact of the supervisor’s personality 
on new employees is most important. 
Often new employees enter their jobs 
with considerable trepidation. It may 
not appear so to the busy supervisor, 
but these new workers may be quite 
fearful of their new boss as an un- 
known quantity. This fear tends to 
multiply the number of errors which 
they make. Then they are afraid to 
ask for help since it may lead to a 
bawling out for poor work. A friend- 
ly supervisor who makes a point of 
creating an easy relationship with the 
new person can avoid much of this 
grief. 

I wish to discuss the outline of 


a training program for supervisors 
which fulfills the requirements for 
self-knowledge and _ understanding, 
and which has proved successful by 
rigorous scientific measurements. As 
part of this program, personalities of 
the best and the poorest supervisors 
were studied. These personali.  dif- 
ferences will be discussed in detail. 

Our training program was tested in 
a California Public Utility over a 
period of five years. A number of 
different training methods were util- 
ized, including lectures, conferences, 
case analysis, incident analysis, role 
playing, non-directive group process, 
and survey-feedback. Of these meth- 
ods, role playing, non-directive group 
process and survey-feed-back contribu- 
ted most to the development of knowl- 
edge of self and others. 

A unique aspect of this training 
program was the feedback process. 
Factual material about the supervisors’ 
attitudes, behaviors and personalities 
was gathered through surveys and 
these data were returned to the super- 
visors. These factual data about them- 
selves and their work groups consti- 
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Retreating into his own private world, being too 
mild and easy, can be just as serious a flaw in 
a supervisor as over-aggressiveness . . . 


tuted the training material for the 
supervisors. 

There were two sources for the 
data. First an Employee Attitude Sur- 
vey containing 175 questions was an- 
swered by all employees. These ques- 
tions were grouped into areas includ- 
ing individual and group morale, 
supervision, communications, work ad- 
justment, participation, change in mor- 
ale and supervision, and background 
information. Then the fourteen work 
groups which rated highest and lowest 
in this survey in morale or supervision 
were chosen for further inspection. 
Personal interviews were hheld with 
all of the supervisors and about half 
the employees of these fourteen groups. 
The material from these two surveys 
was prepared and returned to the 
supervisors over a two-year period. 
During these two years, each super- 
visor had about 100 hours of such 
training. 

Feedback of the data from these 
two surveys was accomplished in two 
different ways. The data from the 
Employee Attitude Survey were re- 
turned to the entire organization, in- 
cluding workers. Each group’s results 
were tabulated as confidential informa- 
tion for the supervisor and his em- 
ployees. Everyone, from the general 
manager to the nightwatchman, par- 
ticipated in meetings to discuss his 
own group data. In these group meet- 
ings, employees interacted with their 
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own supervisors. And the supervisors 
discussed their survey results with their 
bosses so that improved mutual under- 
tanding was forged at all levels. 

The results of the Personal Inter- 
view Survey were returned to super- 
visors only. This material was pre- 
pared in the form of composite per- 
sonalities of a high-rated and a low- 
rated supervisor as seen by the em- 
ployees. The supervisors met in groups 
of about fifteen, all at the same level, 
and discussed the personalities of these 
composites, remarking the differences 
between the best and the poorest super- 
visors in their own company. Because 
of the composite picture, it would 


Good supervisory charactertistic: rec- 
ognition of a job well-done 


have been very difficult to recognize 


any individual supervisor whose per- 
sonality was included in this study. 
Thus, no one was put on the spot. 
These composites were valuable be- 
cause they represented the actual per- | 
sonalities existing in our public utility. 
Both supervisors and employees could 
recognize them as real. It is doubtful 
that merely introducing a picture of 
a good and a poor supervisor from 
any other source could have had the 
same effect. Our supervisors were 
constrained to seek out their own 
strengths and weaknesses as reflected 
in these two personalities because they 
knew that the composites had been 
constructed from data gathered within i 
their own organization. They were $ 
looking for themselves in these two Hi 
personalities. 2 
It was most interesting to observe 
the individual supervisors identifying ap 
with different parts of the composite 4 
personalities. They seemed to gain a bioel 
great deal of real insight into them- 
selves by this process of identification. 
Often they saw their own weaknesses 
mirrored by some aspect of the com- 
posite poor supervisor. They verbal- 
ized these weaknesses freely and de- 
clared their desire to change. How- 
ever, it is doubtful that many could 
have changed by this process alone. fe 
These meetings served the purpose of 
helping the supervisors gain some self- 
knowledge. A more powerful impetus 
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The good supervisor often uses group participation in decision making 


to change probably came from the 
survey-feedback meetings with their 
employees, previously mentioned. 
Taken together, the two types of sur- 
vey-feedback meetings performed the 
functions of helping the supervisors 
develop improved understanding of 
both self and others. 


The survey revealed that all em- 
ployees of top-rated supervisors were 
conscious of this ease of relationship. 
The best supervisors took the initia- 
tive in developing smooth personal 
relations with their people. They 
tended to be even-tempered, consistent 
and friendly. By contrast, the poor 
supervisors were either too withdrawn 
or too aggressive to maintain consist- 
ent and constructive employee rela- 
tions. In the table below the contrast- 
ing qualities of the best and the pvor- 
est supervisors are listed. 


MERITS OF THE GOOD SUPERVISOR 

Democratic 

Often uses group participation in decision- 
making 

Talks to employees, lets them know where 
they stand 

Gives clear directions 

Praises employees, has positive approach to 
teaching, uses rewards to get results 

Takes warm personal interest in employees 

Understanding, considerate, tactful 

Interested in his men, accessible 

Flexible, tolerant, not rigid in interpreting 
rules 

Responsible 

Dependable, consistent 

Even tempered 

Plans work carefully 


FAILINGS OF THE POOR SUPERVISOR 

Authoritarian or passive 

Seldom uses group participation in decision 
making 

Believes employees should know how they 
are doing without being told [i.e. no 
news is good news) 
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Gives sloppy directions, unclear 

Uses criticism or negative approach to 
teaching 

Impersonal, doesn't know how to show per- 
sonal interest 

Abusive, driving, tactless 

Withdrawn or aggressive (therefore really 
interested in himself) 

Inflexible, rigid in following and interpret- 
ing rules 

Shuns responsibility 

Inconsistent, seeks excuses 

Uneven tempered, nervous, upset easily 

Not a planner 


The merits of the best supervisors 
may be summarized into five areas. 
These are: (1) Democratic, (2) com- 
municates well, (3) interested in em- 
ployees, (4) flexible, and (5) respon- 
sible. 


The failings of the poorest super- 
visors may be summarized similarly. 
These are: (1) Authoritarian or pas- 
sive, (2) communicates poorly, (3) no 
real interest in employees, (4) inflex- 


ible, and (5) unreliable. 


I might note that if any group of 
supervisors were asked to rate them- 
selves in these ten areas, it is doubtful 
that the poor ones would recognize 
many of the last five as characterizing 
themselves. It is only when the actual 
behaviors represented by these general 
areas are clearly explained that people 
can be expected to identify their own 
behavior among these areas. Some of 
the behaviors typical of these different 
areas will be defined here. 


Our top-rated supervisors tended to 
be democratic. They treated their em- 
ployees as equals. They often used 
democratic group-discussion to solve 
problems which concerned both the 
employees and themselves. And they 


did not need to use their authority to 
maintain discipline. 

The employees definitely perceived 
group participation in problem solving 
and decision-making as a part of good 
supervision. There was a very high 
correlation between the employees’ 
ratings of the extent of group partici- 
pation permitted by their supervisors 
and their ratings of the supervisors 
themselves, 


Leadership must be learned 


Democratic leadership is not an easy 
or natural way of supervision. It must 
be learned. First attempts of a super- 
visor to practice democratic leadership 
with his group of workers may fail 
for a number of reasons. 

If he plunges his group into at 
tempts to solve too difficult problems 
at first, discouragement and apathy 
may result. If the supervisor gets his 
group to help solve a problem which 
is vested in higher authority, he may 
be overruled and so decide that group 
decision only gets him into trouble. 
If he attempts to use group process 
as a gimmick to get across his own 
ideas instead of developing real gzoup 
thinking, he soon will discover loss 
of interest in his employees. If he 
lets the group do all the work while 
he remains passive instead of giving 
the group democratic leadership, he 
may find anarchy resulting. This iast 
is one of the most common errors 
and apparently the easiest to fall into. 

Satisfaction with supervision is not 
derived from giving the supervisor’s 
responsibility to the employees. No 
supervisor can do this and still retain 
the respect of his people. Nor can 
he successfully use group discussion 
as a method of avoiding making de- 
cisions or of selling his own ideas to 
others. Unfortunately these are ready- 
beckoning pitfalls for the unwary. 

Each supervisor has an area of au- 
thority within which he may make 
decisions, usually how to get the work 
done best. Within this area he may 
consult with his employees. In this 
manner, he may utilize both the en- 
ergy and intelligence available within 
his group to help solve problems of 
mutual interest. When using group 
decision-making, he has a difficult 
role. He must permit free expression 
and participation in the decision-mak- 
ing process. And at the same time 
he must retain responsibility for what- 


(To page 76) 
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Even the general office areas have pictures that tie with their work 


Art follows function through all 
departments of New York bank 


Visitors, staff, at East River Savings Bank receive a 
course in “communications” —via permanent art display— 


by Mabel Faux 


East River Savings Bank, New York 


“Coming to the Point,” famous picture of a horse trade, was found particularly 
appropriate for Mortgage Conference Room. Here Walter H. Nelson, bank’s 
vice president (right), explains point to Walter W. Kennedy 
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“BETWEEN my hands I took her 
little face and I slowly approached it 
with my eyes...” 

Believe it or not, this reading mat- 
ter is out of the files of the Public 
Relations Department of the East 
River Savings Bank, New York — 
and it’s bank business, too. 

It was a bright spring day about a 
year ago that I came to the office as 
usual, wondering what news would 
break today. Thought I'd get out a 
release on the latest window exhibit. 
Or perhaps there'd be a promotion to 
announce. Undoubtedly some agency 
material to proof read. But... 

“Today,” said Miss Dorcas Camp- 
bell, our assistant v.p. and public 
relations director, “Today we really 
must make a start on the picture situ- 
ation. Review the inventory. Hang 
new ones. Change old ones. Go 
shopping .. .” 

And so, we made a start. Approx- 
imately one year later the “picture 
situation” consists of a 40-page type- 
written catalog which records and de- 
cribes 273 pictures, either newly-pur- 
chased or washed, re-framed, repaired, 
re-hung or revaluated. 

The romantic quote above really is 
from a page of this catalog — not 
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The owl—symbol of banking and wisdom—appears throughout bank 


a passage from some magazine serial. 
It’s the beginning of a description of 
a series known as the “Comedie 
Italienne” — delightful prints of 
Scaramouche, Arlequin, Colombine, 
and their dancing companions, figures 
chosen to bring sunshine and gaiety 
into an employees’ lounge. 

In a way this is a part of the science 
of communication practiced by our 
public relations department under Miss 
Campbell’s guidance. There is the 
constant communication of news- 
print, publicity releases and paid ad- 
vertising, of course; but this is an 
“extra” — this silent communication 
of atmosphere and mood to a working 
staff and its business visitors. 


The present building occupied by 
our main office was given an architec- 
tural overhauling more than a year 
ago to create more space and provide 
for departmental rearrangements. We 
already had a quantity of pictures col- 
lected through the years, and every- 
thing had to come off the walls until 
the remodeling was finished, and the 
re-painting completed. We found our- 
selves now with walls we had never 
had before and doorways where old 
walls no longer existed. Pictures with- 
out a home were stacked in storage 
rooms, in file cabinets, on tables hid- 
den by curtains — ‘pictures we had 
forgotten we had, though there was 
a list in the files, 


Pictures—a silent communication of atmosphere and mood to staff and visitors .. . 


There were pictures rich in history 
and tied to our own bank’s story. 
There were pictures of old houses, 


early waterfront scenes, and a gallery | 
of East River presidents. There were 
pictures of New York City life a hun- | 


dred years ago, when East River was 
only eight years old. And they were 
all shapes, sizes and colors — black 
frames, brown frames, tinted, untinted, 
sketches, engravings, etchings. 


Miss Campbell kept feeling there 
was a pattern somewhere, if she could 
bring it to the surface. And we need- 
ed new pictures for new walls and 
mood pictures to blend with new 
decor. 


I think last summer could be called 
my “traveling summer.” I traveled 
miles each day without going out the 
revolving door. Miss Campbell began 
an intensive study that bordered on 
job analysis and involved psychology 
and a lot of shoe leather. She studied 
personalities and the relationships of 
jobs in every room in the bank while 
I scribbled notes furiously at her elbow 
and measured frames. She made trial 
entrances into every office from every 
doorway to experiment with first im- 
pressions and general effect, while I 
waltzed around the floor holding pic- 
tures now higher, now lower. 


Together we laid out whole walls 
full of pictures on the floor, estimating 
panel space with pieces of string and 
sometimes with the hems of our skirts. 
We played jig-saw puzzle games with 
birds, old mansions, and the bank’s 
bewhiskered forefathers until the pat- 
terns began to evolve. 


Then I began trotting back and 
forth to the framers, and Miss Camp- 
bell began beating the bushes for new 
material, She haunted the picture 
galleries, pounded the sidewalks of 
Greenwich Village, bargained with 
second-hand dealers for old _ litho 
graphs to match odd ones we had. 
tracked down copies of museum 
pieces, ransacked the archives in the 
bank’s cellar for framable pieces of 


history. She thumbed through maga- | 


zines, pondered maps, cut up docu- 
mentary calendars. 

Then more traveling indoors. She 
studied walls, corners, colors and 
shadows, while I plotted feet and 
inches. She closed her eyes and visu- 
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trial 
very room surrounded by bouncing sailing 
im- vessels on cool, blue-green seas in — 


‘le I what color frames? And I made more 
notes and counted the number of gold 


1C- 

- lines in mats we wanted to match. 2 
walls | Studying moods of rooms is a mood- i 
ting creating business in itself. Miss Camp- % 
pi bell got “in the mood” for prints by 
ete. William Sidney Mount because East ig 
“i River is the proud possessor of one & 
nk’s beautiful Mount original. The stately ‘ 
pet board room, green carpeted and heavy 

with mahogany, is dominated by this 
painting — a portrait of John Lev- 


and eridge, founder of East River. We 
sail (To page 66) 


: East River scenes dominate Treasurer’s office (left), while framed maps of 
/1sU- Manhattan in bygone days add a touch of nostalgia to the bank’s “Map Room” 
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How to make your forms simple, 


effective, economical 


Individually, forms cost very little, but collectively 


they represent a heavy company expense. Here are ways to 
keep that expense as low as possible— 


by George Biek 
Supervisor, Forms Design and Control, General Foods Corp., White Plains, N. Y. 


FORMS ARE PLAYING an increas- 
ingly important part in management 
due to the close controls necessary 
and the numerous records that must 
be kept both to operate a_busiiess 
and keep our government posted on 
our activities for statistical and tax 
purposes. These companies that have 
recognized the importance of forms, 
their use and acquisition, have set up 
departments not only to check the 
need for new and revised forms, but 
have also found it very profitable to 
prepare their own copy for photo offset 
printing. In offset printing plates are 
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prepared by photography and _ this 
lends itself very well to prepare and 
make changes by simple drafting and 
typing skills. Not only can one reduce 
the composition costs by more than 
50 per cent, but the time to prepare 
and change copy may be reduced to 
as little as one day without copy leav- 
ing the premises. 

There are three basic costs that enter 
into printing all forms. There is the 
composition, press set-up cost and the 
running cost. In many cases we have 
bindery costs also, but they are not 
common to all forms. 


You will find that the process you 
use in printing the form will be de- 
termined from these three basic costs. 
This is why it is so necessary to know 
as many different printing processes 
as possible and the relationship these 
costs bear to each other. In particular, 
you should know the principles in- 
volved in photostat, Ozalid or Brun- 
ing, Xerox, photo offset, mimeograph, 
spirit duplication, letterpress, contin- 
uous forms and snapout. In addition 
to the cost of printing on these ma- 
chines you should know the limita- 
tions of each, such as economical 
quantities, accuracy of registration, 
appearance, means available to prepare 
copy or composition, etc. 

One can obtain this knowledge by 
attending business shows, reading 
books and circulars and learning of 
the operations of the various machines 
with all types of printing available. 
A book by Frank Knox called 


OFFICE MANAGEMENT 


ee, IRR 


~~ -., « eo oe eo 8 PG 


ex ee i ee — pr 
ip 
vite ge 
aH é | _ 
ee | ee : ) For 
— = : sgetess i 
ye EEE calle 
Ee eo | ava 
=~ . y MMB css arr 
% Mis va 
Se een QT Te a 
oe ; SEES beer 
Q e SIE bospgeesecseietes 
a ae CHEESE: COR Qui 
zs SHEE? HENS ys BBR 
: ; EEE ay sQWli a ESESESE:. ; 7 
at 2st aien ssseiteeess Qj Slee eee nae, 
ae 4 she ps Gee en 
ae, QnA HEE eee Go | ing 
ae : oe RRO OM hes 
i # eo eee See 
“ f — i See ii Mpc for 
me eee gga tail 
St. (\ \\ EES ES Pec abl 
okt /\ a ee, Se ou; 
ae * TEE | | eee col 
me ; D yee, sn the 
dat = <e i, EES su 
os ~) YA . of 
7 a ' is Sa mi 
a aS fis oe fo 
aan SU . 
ee 1b 
< iat cc 
i ¢ d 
SS h 
a : ee : 
a t 
om r 
oe 
5 
ce . 
e | 
ss > 
a ¥ iy , } 
Sfies 
aie 
| 74 = 
an = SC 
d 7 £ 
ee Ce | ae od —_— =< a A i 


EMRE Oe TR 


“Design and Control of Business 
Forms” and a government pamphlet 
called “Simplifying Procedures 
through Forms Control” should be 
available at all times for reference. The 
pamphlet can be obtained by writing 
to the Government Printing Office in 
Washington and enclosing 45 cents. 


Quantity determines printing method 


The quantity to be printed will 
largely determine the method of print- 
ing used. Each machine sold today 
has its place in our offices and, there- 
fore, must be economical under cer- 
tain conditions. Those machines avail- 
able to you should be studied thor- 
oughly to see where they fit and why. 

Most forms in an organization cost 
comparatively little, but collectively 
they can amount to a considerable 
sum of money. Even an overall saving 
of only 10 per cent can amount to far 
more than the cost of operating a 
forms section. It is more important, 
however, to see that the form is de- 
signed to save the most time in proc- 
essing it through the organization, 
because this can be 10 to 20 times the 
cost of the form; that is why a forms 
man is so closely tied in with proce- 
dures, and the more experience he 
has along these lines the more valu- 
able he becomes. Mr. Knox, who is 
probably the foremost forms expert 
today, points out that it is difficult to 
determine where forms end and pro- 
cedures begin since they are so closely 
related. 


The minimum equipment for pre- 
paring forms is a ruling pen, drawing 
board, triangle and a steel ruler 
marked off in 12th, 10th and 8th 
inches. Those of you who have the 
older IBM machines should thave a 
scale in 5/32 inches, which is the space 
for each vertical column of numbers 
on the tabulator. A typewriter can be 
used, but a Vari-Typer is indispensable 
for good forms because you can get 
type in many styles up to 18 to the 
inch, instead of 10 or 12, and it is 
important to subdue the titles to allow 
more space for the fill-ins. This can 
be supplemented by Zip-atone, photo 
type and a Le Roy lettering set. 

We consider a sharp ruling pen very 
important to maintain thin lines and 
one should learn to shanpen the pen 
on an Indiana oil stone and examine 
it through a jeweler’s loupe to make 
sure the pen is sharp and the two 
nibs are the same length. Some forms 
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specialists make all forms ¥3 larger 
and then reduce them to the size they 
want. All scales are made 4 larger. 
In other words, while the scale reads 
12 inches, the actual space on the 
ruler is 16 inches. It is much more 
economical to use the regular scale 
and the results are as good for all 
practical purposes. 

In several instances where we had to 
make cross section paper in squares, 
we ruled the form in %-inch squares 
and then reduced the form to one-half 
size. To make certain the resulting 
plate was accurate we placed a ruler 
on the ground glass in the camera and 
focused the lines until they were ex- 
actly eight to the inch overall. When 
the form was printed the width was 
accurate but the 11-inch length was 
1/16 too long, due to the curvature 
of the plate on the drum on the print- 
ing press. This could have been com- 
pensated for by slanting the ruler 
1/16-inch. Rather than place dots on 
the form for every line, we place the 
ruler on the form and start our lines 
at the graduation on the ruler. As 
you know, a dot has thickness and 
we do not always start the line in the 
center of the dot nor do we put the 
dot exactly opposite the graduation. 
You can readily see that your spaces 
will not be precisely equal to each 
other by the dot method. Of course 
if you are uncertain, you can draw 
your pencil lines in blue so they do 
not photograph. As a word of caution, 
if you put Zip-a-tone over a blue line 
it will photograph. Also if you photo- 
stat a blue line it will show. 

We often have a series of forms 
using the same pattern but with differ- 
ent fill-ins. To save time in drawing 
these masters, we draw all lines that 
are common to all the forms and have 
them photo-offset on the same type 
of 100 per cent rag 24% ledger we 
use for all our photocopy. This paper 
seems to work out best for our work. 
On this photocopy we type in the 
necessary information and again pho- 
tograph the masters to prepare them 
for the final multilith plates. There are 
other forms that are sent out periodi- 
cally and are changed each time they 
are sent out. We also have on hand 
blank photocopy for these and type in 
the special information each time. 

When ruling a form, you must al- 
ways allow a space of at least 5/16-inch 
for a gripper margin. It may be as 
much as 11/16 for continuous forms. 


Forms can be reduced from original 
design by use of simple diagonal 


In order to pull the paper through 
the press and at exactly the right place 
for accurate registration, a blank space 
must be allowed for the mechanical 
fingers to grasp the paper. You must 
know enough about the press on 
which the job is to be run to know 
how jpaper is fed to the plate on the 
machine. If in doubt, allow a gripper 
on the long and short side of the 
paper. Sometimes we have started 
out with a small quantity and run 
the form on the small press. We 
needed the gripper on the narrow side. 
When we ran this same form on the 
larger press four up, it was necessary 
to have the gripper on the wide side. 
You can get Y4-inch-oversize paper to 
take care of this, but it costs much 


(To page 59) 


Same principle is used when space to 
be divided equally does not correspond 
to standard markings on ruler 
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good business letter 


If you can talk well, you can write perfectly clear, 
straightforward business letters, but understanding the 
components of a good letter is a necessary first step. 


by James D. Barry 


Assistant Professor of English, 


“WELL, now I have to write those 
three letters!” And so with a feeling 
of dread similar to that of a ward 
heeler the morning after the election 
of the opposition party, Mr. Q. turns 
to that part of his job which involves 
correspondence. There are many Mr. 
Q’s in the business world today; these 
are the men whose jobs do not center 
around letter writing but who must 
turn out from one to a dozen or more 
letters a week. Some have stenogra- 
phers available and still approach the 
task with apprehension; some are 
without secretarial help of any kind, 
and the task of composing and typing 
strikes them as Herculean; some — 
and here is real waste — have stenog- 
raphers at their disposal but hesitate, 
are actually afraid in some cases, to 
dictate. 

Whether you are a claim adjuster, 


cw SE 


If you must write when you are mad, 
do not mail for twenty-four hours 
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Loyola University, Chicago 


a textile salesman, a real estate broker, 
an office manager, a store owner, or a 
hospital accountant, your duties prob- 
ably require that at one time or an- 
other you communicate briefly, cor- 
rectly, and clearly with customers, 
clients, or other members of your field. 
The ability to write business letters 
effortlessly is not easily acquired; if it 
were there would be no readers for 
this article, indeed no article to 
write. Yet there exist definite steps 
that one can take as means of improv- 
ing his skill. These steps should be 
centered on the principle of aware- 
ness, 

A person who wishes to improve his 
reading speed — and that is another 
lengthy story — must follow a certain 
formula. Probably the most important 
element in this procedure is a con- 
sciousness, an awareness, of reading 
rapidly. He says to himself, “I must 
read faster,” and this thought, although 
it temporarily reduces his comprehen- 
sion, joins other techniques to result 
in improved reading speed and com- 
prehension. 

The individual who wishes to im- 
prove his letter writing must, thea, be 
aware of the elements of effective let- 
ters and of the means to pursue and 
acquire these qualities. A prospective 
house buyer must be alert to, deeply 
aware of, the several requirements for 
a good house — the plumbing, the 
roof, the heating plant, the floor plan, 
the water supply, convenience to trans- 
portation, and so forth. Similarly, a 
person whose job requires business 
correspondence must become aware of 
the requirements of a good letter. Just 
as experience in looking at houses 


The six prerequisites of the 


brings about a frame of mind in which 
one almost automatically checks these 
requirements, so experience in think- 
ing about and writing good letters 
will eventually make the effective 
letter a somewhat automatic part of 
one’s business sense. 


Parents think out every step in the 
care of their first baby with great 
thoroughness, but all of these carefully 
formulated procedures become rather 
automatic with the arrival of the sec- 
ond baby. Show me a father bathing 
his infant, and I will tell you whether 
the child is the first arrival or a later 
addition. The analogy of driving a 
car is perhaps the most helpful. As 
you drive your car — I speak now of 
the “old-fashioned” gear-shift car — 
you are not conscious of the many 
activities that you are performing. You 
are not aware that almost simultane- 
ously you are disengaging the clutch, 
shifting gears, watching the road, 
looking through the rear-view mirror, 
turning at a bend in the road, watch- 
ing for a particular street sign, and 
listening to your wife’s evaluation of 
the new neighbors. Hark back to the 
time that you learned to drive or to 
the time that you instructed someone 
in the rudiments of driving. The prob- 
lem that the learner has is to grasp 
the several steps individually and then 
to combine them into a synchronized 
whole. Let us look at some of the 
steps essential for effective business 
correspondence as means of moving 
towards the synchronized operation 
that results in the communicative busi- 
ness letter. 


There are countless ways of ap- 
proaching this problem; I approach it 
under six basic headings: Brevity, clar- 
ity, courtesy, correctness, completeness, 
and—what’ this?—brevity. Just as 
the letter 5 precedes the letter c¢, so 
also must the consciousness of brevity 
precede other considerations in mod- 
ern business correspondence. Brevity 
is a saver of time and a promoter of 
ready communication. Any saver of 
time is a saver of money. An organi- 
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Don’t make your secretary long for another life by puffing smoke in her face, talking 
to the building across the street, drumming on the desk 


zation whose letters average 20 
lines in length during one year 
and which reduces this average by 
even two or three lines during the 
second year saves thousands of dollars, 
chiefly in the time of the writer and 
the typist. Brevity also saves time on 
the part of the reader — and remem- 
ber that you are often the reader. 

Nothing gives greater joy to a read- 
er than a straightforward, brief, and 
clear exposition of a problem. It must 
of course be admitted that some letter 
writers have to spend a considerable 
period of time in cutting out wordi- 
ness, in learning how to write con- 
cise letters. Yet the ultimate goal is 
what must be kept in mind: With the 
passage of time and the development 
of habit, brevity will become second 
nature to the writer. You did not, you 
recall, drive a car automatically until 
you had driven many times and under 
varying conditions. 

“If I could figure out what this 
salesman wants me to do, I could 
help his promotion campaign.” Clarity 
is the second essential for improved 
correspondence. It is an essential be- 
cause its absence costs money. A lack 
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of clarity may lose a customer or an 
order; it may require another letter 
to clarify the obscurities of the first; 
it may cause costly delay in the whole 
transaction it is intended to speed. 


Judge your reader 


Certain means for achieving clarity 
should be kept in mind. One consid- 
eration is a judgment on the knowl- 
edge of the reader. A salesman writ- 
ing to his sales manager can assume 
certain technical knowledge that he 
cannot always assume on the part of 
his customer. Who has not been mad- 
dened by the inadequate directions 
which accompany mechanical devices, 
directions whose supposed punpose is 
to direct the buyer on how to make 
the object workable! I recall the direc- 
tions accompanying a set of door 
chimes which I once purchased. The 
idea was that the chimes would ring 
twice for the front door but only 
once for the rear. The assumption of 
the person who wrote the directions 
seemed to be that the front and rear 
doors were almost side by side — both 
in the front or both in the rear — 


(To page 86) 


The six basic steps: 
Be brief. 


Be clear. 

Be courteous. 

Be correct. 

Be complete. 

And again—be brief! 


And in dictating, remember: 


Read carefully the letter to be answered. 


Clarify in your mind points in the letter 
to be answered. 


Make a pencil or mental outline. If 
granting a request, do it immediately. 


Dictate es though you were talking to 
the reader. 


Specify paragraphs, periods, unusual punc- 
tuation, and spell out names whenever in- 
dicated. 
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Engineering department finds Varidex system simplifies its problem .. . 


Complete record control—from creation 


through destruction— 


by Robert Kerr, Jr. 
Kerr Manufa.turing Co., Detroit, Michigan 


. + while “safe” insulated files protect company’s most important papers 
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Michigan company moves 
from haphazard filing to 
integrated system— 


THIS IS a success story about the 
solution of problems in an area of 
business management where the num- 
ber of failures and near failures is 
enormous. 

The Kerr Manufacturing Company 
has developed a record program that 
we believe has significance beyond 
our own field of manufacture. It is 
a program that could apply to any 
line where the number of items manu- 
factured creates an extensive list of 
sources of supply — and _ sizeable 
list of prospects and customers — 
and a standard amount of record 
keeping in accounting, research, en- 
gineering, export and sales. It is a 
program we believe to be of interest 
to all business management. 

Our own business is the manu- 
facture of dental supplies. Our area 
of activity is national and _interna- 
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tional. We are one of the oldest (estab- 
lished 1891) and largest manufacturers 
in our field. We are fully depart- 
mentalized as befits an organization 
of our size. We employ about 250 
persons and sell our products to a 
majority of the dentists in the country. 


Filing not systematic 


Until a year ago our records and 
our records system — the procedures 
determining what papers should be 
filed, where they should be filed, for 
how long, when they should be de- 
stroved and how they should be 
destroyed, and how they should be 
stored if needed permanently—had 
been developed almost ad lib. A doc- 
ument and its carbons would get into 
the files at the discretion of its creator. 
A relative document would be filed 
or cross-filed at the discretion of the 
filing clerk. Additional information 
related to the subject might or might 
not make the files at all. 

With some subjects, every single 
piece of paper, whether deserving of 
the filing space or not, would auto- 
matically go into folders. 

As our business grew, the physical 
equipment of our file room grew too. 
But the new equipment and supplies 
were not standardized. Centralization 
of records of common interest was 
therefore difficult and in some cases 
impossible because of physical difh- 
culties. Some files were kept in sub- 
ject departments, thus dispersing our 
records. We had no plan for destruc- 
tion or retention of our records — no 
standard procedure manual for our 
record room and personnel—and no 
check up to assure the return of bor- 
rowed files. 


We cannot say that our records 
were worse than those of most busi- 
nesses we know. As in our own case 
— and probably yours — the files 
“just growed”. We could find the 
papers we needed. We did have a 
rule of thumb method plan for re- 
tention and disposition of old records. 
We did know, in a general way, that, 
given time, any important paper we 
needed would show up somewhere, 
either in the general files or in the 
personnel or department files of in- 
dividual executives and department 
heads. A business can, of course, live 
and prosper with records that are 
merely adequate. The crises that de- 
velop are only occasional — but now 
that we've made the improvement we 


(To page 72) 
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Continuous microfilming is used to insure records retention, release valuable 


filing space for most active records 


Clerks organize material before filing by use of this sorting device 
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Three new I[.D.P. installations range from system 


based on duplicating machines to computer center 


THREE INSTALLATIONS of data 
processing equipment — one each in 
a West Coast oil tool firm, a railway 
system and a packing corporation— 
were undertaken recently by firms 
concentrating on automating office 
procedures. 


Nineteen separate writings were re- 
duced to one, and rush order proces- 
sing reduced from two days to 30 
minutes by means of a one-writing 
parts order system engineered and 
installed by IDP specialists of Ditto, 
Inc., reports Baker Oil Tools, Inc., Los 
Angeles manufacturer of more than 
6000 different oil drilling and produc- 
tion tools on a job-lot basis. 


At a cost of 29 cents for each order, 
the firm also is able to maintain strict 
production control of the 80 work 
orders it processes each day. Previous- 
ly, Baker states, the company relied 
on costly individual preparation of the 
many forms and _ instruction sheets 
necessary to turn out an order. To 
eliminate its heavy load of paperwork, 
Ditto installed the new system, based 
on two files of Ditto Direct Process 
duplicating masters which represent 
the 6000 parts manufactured. One file 
consists of standard material lists; the 
other, standard operations. The mas- 
ters are used continually as orders are 
released, and only one writing — the 
request for work order by material 
control — is required. 

As each order passes through ma- 
terial control, a standard material 
master is pulled from the file and at- 
tached to each order. The order then 
is passed to the work order processing 
clerk in the production control section 
of the industrial engineering depart- 
ment. He attaches the necessary draw- 
ings and operation master, which are 
filed by blueprint number, and passes 
the request for work order to the 
Ditto duplicating room. 

One outstanding feature of the sys- 
tem, according to C. M. King, Baker’s 
general production planning manager, 
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is its reproduction of unit cards. “By 
moving the separate variable heading 
master forward over the standard 
master one line at a time,” he said, 
“each card is duplicated in one revo- 
lution of the drum. This feature alone 
eliminates a great volume of writing. 

“As a matter of fact, bulletins, no- 
tices, memoranda and 100 different 
forms are duplicated with a saving 
that more than pays the annual cost 
of little over $300 for the depreciation, 
interest, maintenance and supplies for 


the duplicators,” King added. 


Southern installs 705 


The Southern Railway System re- 
cently pushed buttons in Atlanta, Ga., 
to set in motion for the first time 
anywhere an electronic “brain” known 
officially as the IBM 705, Mode! II, 
Electronic Data Processing Machine. 

L. H. LaMotte, executive vice presi- 
dent of International Business Ma- 
chines, hailed the railway as a “trail- 
blazer in the railroad industry and as 
a pioneer for being the first customer 
to put the Model II Computer into 
service.” 

The system, both massive and deli- 
cate, consists of 26 units — main 
frame, console, tape units, card readers 
and printing tabulators and occupies a 
47 x 68-foot room. It contains 40,000 
positions of core storage memory. 
Southern’s use of the computer will 
include preparation of sales inforrna- 
tion on traffic statistics, distribution of 
revenue among railroads participating 
in the movement, and preparation of 
reports and statistics for the Interstate 
Commerce Commission. 

Additional Southern paper work to 
be handled by the Model II includes 
payroll processing, computations of 
earnings, deductions, taxes and net 
pay, preparation of paychecks and 
earnings statements, distributions of 
labor costs and maintenance of year- 
to-date records required for reports to 
Federal, state and city authorities. 
Plans are under way to extend its ac- 


tivity to costs and traffic comparisons, 
management reports and special stud- 
ies, stockholders’ and pension records, 
earnings forecasts and, possibly, dis- 
tributions of freight cars. 


Reels of magnetic tape feed data to 
the machine and record its answers 
at a rate of 15,000 letters or numbers 
per second. The computer, Southern 
reports, can add or subtract five-digit 
numbers in 120/millionths of a sec- 
ond, or divide two such numbers in 
less than 1/2000th of a second. 

The system is located in Southern’s 
new Computer Center in Atlanta. 


Calpak using 650 
The California Packing Co., San 


Francisco, recently completed installa- 
tion of an IBM “Tape 650” Magnetic 
Drum Data Processing Machine, the 
first of an advanced new “Tape 650” 
system to operate entirely with com- 
mercial data. 

The computer automatically proc- 
esses data in accordance with instruc- 
tions stored in its memory, and reads, 
writes, makes decisions, performs 
arithmetic operations, sorts, collates 
and finally summarizes desired infor- 
mation. Calpak, producers of Del 
Monte brand foods, is using the com- 
puter to process Del Monte sales 
statistics and other accounting infor- 
mation to give its management an 
up-to-the-minute picture of the firm’s 
widely-diversified operations. 

Other applications planned for the 
near future include accounts receiv- 
able, raw products accounting, inven- 
tory control and order allocation. 


WAL plans electronic reservations 


Western Air Lines has announced 
the beginning of work on “the most 
comprehensive electronic reservations 
system ever built.” In cooperation 
with Teleregister Corp., it plans to 
construct an electronic system capable 
of handling more than 90 per cent of 
its reservations in the 47 cities where 
it maintains ticket offices. 
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Annual OMAC Seminar, business show 


opens March 11 in Chicago 


“Keep Ahead” theme of 15th Annual Seminar; personnel, 


machines, communications, records to be stressed— 


WITH “Keep Ahead” as its theme, 
the 15th Annual Seminar and Busi- 
ness Show of the Office Management 
Association of Chicago will be held 
from March 11 through 14 at the 
Conrad Hilton Hotel in that city. 
The seminar dates will be Monday, 
Tuesday, and Wednesday, March 11, 
12, and 13. The concurrent business 
show will be held open for one addi- 
tional day, Thursday, March 14. 
Sponsors of the show say that the 
program has been specially planned 
to be of interest and usefulness to 
office managers, personnel executives, 
accountants, industrial relations spe- 
cialists, and systems and procedures 
analysts. It will stress new develop- 
ments in techniques, equipment, and 
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methods that can be applied to make 
both new and old departments oper- 
ate more efficiently and economically. 

The morning of the first day of 
the conference will be given over to 
registration. The seminar program ses- 
sions will begin with a luncheon on 
Monday at which Raymond W. Cobb, 
vice president, Mid-America Home 
Office, Prudential Insurance Co. of 
America, Chicago, discussing “Decen- 
tralizing Office Operations,” will be 
principal speaker. 

Afternoon sessions on the first day 
will be given over to an analysis of 
various phases of the personnel func- 
tion. A panel of four speakers will 
open the program with an outline of 
the potentialities of various specific 


groups as sources of employees. Wil- 
liam Reich, Supervisor of Counseling, 
Chicago Board of Education, will dis- 
cuss “Graduates”; Maynard Buetler, 
president, Private Employment Agen- 
cies Association, Chicago, will handle 
“Agency Referrals”; while James 
Roche, Public Relations Committee, 
Rehabilitation Institute, and Kenneth 
E. Sougan, Personnel and Training 
Manager, Time, Inc., Chicago, will 
outline = recruitment = opportunities 
among handicapped groups, and the 
middle aged, respectively. 

Wilbert E. Scheer, Personnel Direc- 
tor, Blue Cross-Blue Shield, Chicago, 
will serve as panel moderator. 

The closing Monday afternoon 
speaker, Dr. Robert N. McMurray, 
McMurray, Hamstra, and Co., Chi- 
cago, will talk on “Increased Product- 
ivity Through Proper Motivation.” 


(To page 70) 
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New business machines to be presented at OMAC show 


ONE OF THE most fascinating—and educational—aspects 
of the annual Seminar and Business Show sponsored by 
the Office Management Association of Chicago is the ex- 
hibition of the aewest in office equipment, services and 
methods. This year’s edition, using “Keep Ahead” as its 
theme, again will feature a variety of products of forward- 
looking manufacturers of this equipment. 


Scheduled for the Conrad Hilton Hotel on Thursday, 
March 14, the business show will include more than 130 
exhibitors who will introduce their newest equipment to 
audiences expected to total 50,000 persons. Manufacturers 
were requested to submit photographs of their products 
to be exhibited for the first time at the OMAC Business 


Show. Pictures are shown on this and the following page. 


Pushbutton Auto-T ypist 

American Automatic Typewriter 
Co., 2323 N. Pulaski Rd., Chicago 39, 
will show this Model 5660 dual push- 


am ‘ 
: ae wears 


button selector auto-typist. Capable of 
being used with any standard elec- 
tric typewriter, the machine features 
automatic “stops” for manual fill-ins 
of personal information, such as names 
and dates, in answering correspond- 
ence. It has a total capacity of 500 
average-sized lines of typewritten copy 
in the form of individual paragraphs 
or separate letters. 


Automatic Writing Machine 
Commercial Controls Corp., subsid- 
iary of the Friden Calculating Ma- 
chine Co., Inc., 1 Leighton Ave., 
Rochester 2, N. Y., will show its new 
Programmatic 


Friden _Flexowriter 


automatic writing machine with edge- 
card punch and reader. The machine 
edge-punches  Flexowriter codes in 
punched cards during preparation of 
various business documents. Tabulat- 
ing cards may be edge-punched by the 
unit by manual typing, or they can be 
duplicated from existing edge-punched 
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cards or paper tape. Tape and cards 
are interchangeable. 


Miniature Recorder 

Dictaphone Corp., 420 Lexington 
Ave., New York 17, will exhibit its 
new portable tape recorder, weighing 


E | 
sg 


slightly more than 2% pounds. Bat- 
tery-powered, the recorder will give 
an hour’s recording on magazine- 
loaded magnetic tape. Small plug-in 
attachments convert the recorder into 
a transcribing machine; recording is 
erased automatically by a separate 
magnet, allowing re-use of tapes. 


—tT i 


Electric Binding Punch 
Cummins-Chicago Corp., 4740 N. 
Ravenswood Ave., Chicago 40, will 


exhibit its new “Desk-A-Lectric Punch” 
machine, which perforates material to 
be bound with plastic binding. Pins 
which select punches needed for par- 
ticular jobs remain in the machines; 
punches have a finely-ground, con- 
cave cutting edge and vary in length; 
a plexiglas safety guard provides com- 
plete safety while allowing full visi- 
bility. Holes made by the full row of 
21 punches, spaced on plastic binding 
ring centers (9/16 inch), bind a 12- 
inch length. 


Stretchable Paper 

Fototype, Inc., 1414 Roscoe St, 
Chicago 13, will exhibit “Justi-Type” 
stretchable paper, each sheet of which 


is precision die-cut to form horizontal 
strips the width of the line or ratchet 
spacing of most standard typewriters. 
When completed, typed sheets are re- 
moved from typewriters, and short 
lines are stretched to the right to align 
with the right-hand margin, ther 
pressed back again on the pressure- 
sensitive backing sheet. 


Alphabetic Interpreter 

International Business Machines 
Corp., 590 Madison Ave., New York 
22, is introducing its IBM 557 Alpha- 
betic Interpreter for translating the 
holes punched in IBM cards into print- 
ed data on any of 25 lines of the card. 
The machine is capable of interpreting 

(To page 40) . 
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OH, HE HEARD THAT 
MIRADO WAS ONE 
PENCIL THAT STAYS 

SHARP FOR PAGES! 


)k I KNOW! 7 OUT 
OF IO SECRETARIES 


THERE'S ONE 
THING I WANT TO 
MAKE CLEAR! 


SHE EVER MAKE 
A MISTAKE? 


1 Order EAGLE ...it's right in any office! 


ork 

ha- : wm ‘f . 

the TMIRADO 174 "55:\"_2 mi | 

int- eae 

ri d. EAGLE MIRADO stays EAGLE ERASERS make EAGLE VERITHIN is one 
ing i sharp for pages! mistakes vanish without a trace! red pencil that really stays sharp! 
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100 cards a minute and can print up 
to 60 characters on a single line. In 
each of these 60 printing positions, it 


3 


g aor can print any of 26 alphabetic char- 
gli acters, 10 digits or 11 special char- 


tae acters. 


become limp. 


neenah 
paper 
company 
neenah, 


wisconsin 
A Division of Kimberly-Clark Corp. 


WAE BUSINESS PAPERS 
S\WCE 1873 


they never wear out 
nmeenah ledgers and index bristols 


Handle them day after day, year after year—Neenah ledgers and 
index bristols won’t dog-ear, tear loose from rings and posts, or 


Your records keep permanently. Erase repeatedly without damaging 
the smooth surface. The long, extra strong fibers in Neenah ledgers 
and index bristols won’t wear out. 


Neenah ledgers and index bristols come in matching colors—ideal 
for office with color-coded systems. 


Please send me the following material with- 
out charge: 


oO Neenah Pattern Kit, containing a punch- 
ing, perforating, ruling guide, etc. 


Cc Your Guide to Better Indexing, containing 
tips on color control, tab arrangements, etc. 


Signature 


Accounting Machine 

National Cash Register Co., Main 
and K Sts., Dayton 9, Ohio, will show 
the Model 38-M accounting machine 


offering a new approach to combined 
multiplying and bookkeeping on such 
jobs as payroll calculating with wage 
accural, and billing and accounts re- 
ceivable. Designed to handle work re- 


OM 1 


Attach to your business letterhead and mail to: 
neenah paper company, neenah, wis. 


G 
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quiring rapid multiplication, the ma- 
chine features printing of multiplica- 
tion digits, pointing-off of decimals in 
correct places, rounding off of mills 
in the result automatically, and ability 
to be set to prove that factors have 
been entered correctly. 


Calcaulating Machine 

Olivetti Corp. of America, 580 Fifth 
Ave., New York, will exhibit its new 
Tetractys calculating machine, with 


automatic features including: Short-cut 
negative multiplication, retention of a 
constant multiplier and constant divi- 
dend; re-entry of the total of accum- 
ulated products for subsequent calcu- 
lations without manual setting; eleva- 
tion of a number to any power within 
the machine’s capacity, and squaring 
with no resetting required. Results of 
calculations can be transferred from 
the registers to the “memory” of the 
machine and back to registers, allow- 
ing the results to be retained as con- 
stant multipliers or dividends. 


Portable Posting Machine 
Underwood Corp., 1 Park Ave., 
New York 16, is introducing its new 
Post-Master 92. Designed primarily for 
small business offices, this portable 
posting machine features the natural 


sequence 10-key keyboard and two 
adding registers with direct attraction 
and credit balance for posting such 
records as accounts receivable and ac- 
counts payable. 
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in the floor wax al 
ifth Her hurried steps across highly polished a 
lew floors are safer steps because there’s -% 
rith “Ludox”—Du Pont’s anti-slip ingredient . 
—in the floor wax. Tiny, transparent 
“Ludox” spheres in the wax exert a 
“snubbing” action on every footstep... 
arrest the foot’s forward motion. .. give 
the foot positive traction. 
Have your maintenance man insist 
on a floor wax that combines safety 
with gloss and water resistance —a floor - 
wax properly formulated with Du Pont 3 
“Ludox.” E. I. du Pont de Nemours & +3 
Co. (Inc.), Grasselli Chemicals Dept., ' 
Wilmington 98, Del. 
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ge Correlation” 
oc WB. _ by STEEL AGE 


Here is a desk especially created by Stee! Age for the mon 
who takes pride in accomplishment. Its clean lines give if abur.- 
dont prestige, of course. But most of all, this is o practic. 
desk— exemplified by the spacious extended top which is p. - 
fect for conference use, 

There cre Correlation models to meet virtually every de<\ 
need in your office. Each is modular in design, allowing yc 
to expand individual desks or to form space-saving multi-v / 
work stations. © Calla Steel Age Dealer toclay for a demon- 
stration of this exciting new concept in modern office plennin: | 
And be sure to send for the colorful brochure offered below. 


— 


Corry-Jamestown 
Mfg. Corp. 
Dept. B-5, Corry, Pa. 


“The Quality Choice Please send me a free copy of your “Correlation” 
of Modern Offices” Desk Brochure. 
Branch Offices: - Name 
 Milanta + Boston * Chicago Company 
Dallas + Detroit « New York “a 


aklond * Philadelphio * Seatt 
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Books and Pamphlets 
(From page 16) 


Human Relations for Management, 
edited by Edward C. Bursk. Geared 
to the growing demand ‘among busi- 
nessmen for guidance and enlighten- 
ment on the human aspects of man- 
agement, this book features selections 
from the Harvard Business Review. 
Many chapters concentrate on efforts 
by management to advance its own 
self-interest through revitalized con- 
cern with the well-being of employees. 
They range from Robert Wood John- 
son’s report on human relations in 
modern business to Solomon Barkin’s 
appraisal of personnel philosophy from 
the trade unionist’s point of view. 
Others among 20 contributors, from a 
variety of fields, include Abram Collier, 
Wendell Johnson, Chris Argyris, Carl 
Rogers and F. J. Roethlisberger. Price, 
$5; Harper & Brothers, 51 E. 33rd St., 
New York 16. 


Integrated Data Processing for 
Every Office, by H. John Ross. The 
author, in this 80-page book, presents 
the thesis that a simple change in the 
concept of paperwork on the part of 
top-level management would bring any 
company an immediate and inevitable 
reduction in clerical costs; and this 
reduction, he contends, conceivably 
could be effected without introduction 
of expensive automatic data-processing 
equipment. In non-technical language, 
Mr. Ross, associate professor of man- 
agement at the University of Miami, 
sums up management problems 
caused by the ever-increasing cost of 
clerical routines, and presents an ap- 
proach in the solution to these prob- 
lems. Price, $2 (paperbound); Office 
Research Institute, P. O. Box 1303, 
Miami 43, Fla. 


You Can Pick 98°%ers; Handwrit- 
ing Can Help You, by M. N. Bunker. 
In this 64-page guide for personnel 
directors, Mr. Bunker offers analyses 
of specific types of handwriting, in- 
dicating personality —_ characteristics 
inherent in these specimens. The 
handwriting of several renowned per- 
sons likewise is analyzed. Four chap- 
ters, 29 specimens. International 
Grapho Analysis Society, Inc., Spring- 
field, Mo. Price, $2.75. 
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DITTO NATIONWIDE . DITTO SPECIALIZED SYSTEMS 
FORMS PRINTING SERVICE DUPLICATING EQUIPMENT 


=a 


CUTS YOUR COSTS 4 ways! 


DITTO brings you the experience acquired through 47 years 


in the development and perfection of systems duplicating 
machines, coordinated duplicating papers and supplies, 
special printing techniques, and One Writing systems pro- 
cedures. With DITTO, you can be confident that whatever 
is recommended will meet your precise systems duplicating 
needs. And you can be assured that the equipment and 
ool supplies that you purchase will bring you best results and 
Sa the savings and benefits common to DITTO efficiency. 


Fe Get the full story on DITTO systems savings and the place 
: " of DITTO in Integrated Data Processing. Either write us direct 
or check with your local DITTO branch or dealer listed under 
“Duplicating Machines” in your classified directory. 


DITTO, Incorporated, 6840 N. McCormick Road, Chicago 45, Ill, 
DITTO of Canada Ltd., Toronto, Ontario 
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Se a 
A Hand-operated folder 

Especially designed to fold rapidly 
business tapes up to 100 feet in length 
into convenient handling and file 
sizes, this new hand-operated tape 
file manual folder (Model 1155) is a 
product of Dresser Products, Inc., 152 
Wheeler Ave., Providence 5, R. I. The 
folding arm is constructed to fold safe- 
ly, allowing easy removal of tapes from 


the arm for filing. (A-1) 


New 


for the office 


V Input-output typewriter 
This IBM electric typewriter, designed 
for use as an input and output device 
for the data processing field, is oper- 
ated by a series of electromagnets 
and solenoids mounted beneath the 
keyboard, and automatically types at 
a rate of 120 words a minute. Avail- 
able with carriage lengths up to 30 
inches, the typewriter is a product of 
International Business Machines Corp., 
590 Madison Ave., New York 22. 
(A-2) 
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A Portable air circulator 

This “Super-Twelve” air circulator 
contains a 12-inch blade diameter fan 
complete with a “Tilta-Breez” stand 
which permits the fan to be turned 
to any angle or through a full circle. 
The stand may be detached from the 


fan; since the fan can be rotated 
through the stand, however, it may 
be reversed to exhaust air from a 
room. Sixteen inches square and 5% 
inches deep, it is manufactured by 
Lau Blower Co., Dayton 2, Ohio. 


(A-3) 


V Portable dictation unit 

A new, book-size 4% pound dictation 
machine which operates on two self- 
contained batteries, or on office, car 
and home current is announced by 
Peirce Dictation Systems, Inc., 5900 
Northwest Hwy., Chicago. Named 
the Peirce Secretary, it is compatible 
with office transcribing machines, in- 
corporates instant play-back and _re- 
view at any dictation point. The mag- 
netic belt dictation medium holds fif- 
teen minutes of dictation. (A+-4) 


» Automatic signal timer 

Automatic sound time signals, sounded 
at pre-set intervals without need for 
manual attention, are a feature of this 
new Model 5700 signal timer, manu- 
factured by Tork Time Controls Inc., 
Mount Vernon, N. Y. (A-5) 


V Letter opener 

Introduced recently by Bohn Duplica- 
tor Corp., 444 Fourth Ave., New York 
16, the B D C letter opener is finished 
in two-tone enamel. After envelopes 
are inserted, the top plate is depressed 
aud the envelopes are opened in a 
single continuous motion. This opera- 
tion trims a 1/l6-inch edge from 
envelopes in a variety of sizes. A re- 
ceptacle at the bottom collects cuttings. 


Price, $14.95. (A-6) 


A Office file folder 

The SuperVision 500 office file folder, 
with built-in color signals and remov- 
able identification card, is available in 
standard manila 9 x 11% size. The 
folder is re-usable, and to change files 
only contents need to be removed and 
new name card typed. Color signals 
fit into die cut slots. The folder is 
manufactured by Business Systems Di- 
vision of SuperVision, Inc., 735 Car- 


negie Ave., Cleveland 15, Ohio. 
(A-7) 
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V Duplicating masterset 

This four-part masterset for preparing 
and handling Direct Process duplicat- 
ing masters consists of (1) the master 
paper; (2) the duplicating carbon; (3) 
the protection sheet, and (4) a tissue 
interleaf. After the master has been 
prepared the typist detaches the dupli- 
cating carbon, leaving the master at- 
tached to the protection sheet which 
guards the carbon image. The masterset 
is available from Ditto, Inc., 6804 N. 
McCormick Rd., Chicago 45. (B-1) 


4 ~® 


V Needle-sort punched cards 

Used for permanent or temporary 
records, the needle-sort punched card 
is a marginally punched card which 
aids in collecting, classifying, sum- 
maring, analyzing and using data. 
Appropriate coded holes are notched, 
allowing the user, by means of a 
“needle,” to arrange, sort and/or ex- 
tract required information. It is a 
product of Business Forms, Inc., West 


q Programatic tape-card punch 
The new Friden Flexowriter Program- 
atic Tape and Card Punch (Model FT- 
CP-8), left, is suitable for applications 
using tabulating cards, such as sales 
orders, invoices, production orders, 
purchase orders, insurance documents 
and other business forms. With the 
FTCP-8 cable-connected to the IBM 
026 at the right, the unit is capable 
of producing a variety of typed docu- 
ments, from manual to automatic, 
while creating simultaneously — by- 
product punched paper tape and tabu- 
lating cards. The machine is a product 
of Commercial Controls Corp., sub- 
sidiary of the Friden Calculating Ma- 
chine Co., Inc., 1 Leighton Ave., 
Rochester 2, N. Y. (B-3) 


a Personal filing case 

This Model 650 personal filing case 
is made of extra-sturdy binders’ board 
and is covered in a linen-finished ma- 
terial impregnated with latex to with- 
stand moisture. A product of Amberg 
File & Index Co., Kankakee, Ill., the 
file features a molded plastic handle, 
metal hinges and an extra-heavy snap 
latch. Overall size is 1034 inches in 
height; 12% inches wide, and 5% 
deep. Price range: $2.90; $3.45 on the 


Hartford, Conn. (B-2) West Coast. (B-4) 
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A Ten-key adding machine 

One of a newly-designed series of 10- 
key adding machines in the 600 line 
from Monroe Calculating Machine 
Co., Orange, N. J., this machine fea- 
tures an open keyboard for fast entry 
of figures, “Velvet Touch” action for 
easy operation, and interlocks to pre- 
vent errors. It is available in both 


electric and hand models. (B-5) 


a iamiiaii machine 

Features of this new Model 160 office 
composing machine include a “lead- 
ing” device to insert automatically 
spaces between lines in professional 
printers’ measures; a dial selector cali- 
brated in half-point graduations to ob- 
tain exact typographic requirements, 
and reverse action mechanism to per- 
mit feed-back of paper to desired po- 
sition. It is manufactured by Vari- 
Typer Corp., 720 Frelinghuysen Ave., 
Newark 12, N. J. (B-6) 


lf further information is desired, use 
Reader Inquiry Card on page 98 


: . = 
a W % 
ea 
Sa + me 
| aS: 
| a 
| XS = ~. co wer a 
a nea ' — oe 4 
4 . a TI & ; ” r. 3 . f vy 
| 4 G 4 i ‘ : 5 ee Fy oo, So ald ™ 
; : ; ea ee r ‘ ; , ; ts 
' _ PF _ 3 Rat, ‘i | he . eee 4 ‘ 
: ; : - one | "a { : a gli » aa: 
ane ”" fe ae 
= BR \ 
’ ae ti 
ia ee ere 4 
| % et - 
pe ree ‘ a 
- aie 
: ia 
er, 
| nt Pees ee 
| eo eene + phage ies a ese ; 
| cai , & tee 
r ¥ Se . y 
; , se ere z 
| 4 et ne a ee | 
| a \ peek gr onl? 2 —— 
4 = << a 0:0? © _ <o 
—- : « EIN 5 pn ae 5 ‘a 
| es ro @) “ial” , ot Sees cats ¥ ay : 
| , ; <— z os oe i ; &: 
le See ® | 
ee ee or be 4 4 : WS a F 
I = wl £ Be fo, Sh 3 = 
a ae ae — —~ 
: Say < y aa 
| “ed ¥ e. & " io d a 
« .- ae a ‘ i 
‘ "e gg He ¢, ‘ 3 ee 4 ‘ he J 
der, 4 we - 4 . 7 SS . 
1WwV- =| | 3 : 
: /- 
> in | | , 
The 5 | 
files | y 
and Miss é 
nals | = 
r is “ 
Di- ; 
Sar- ; 
-7) 
e : . 
* 
tite 
| - 
| 
| 
E & 
Po " 
x: D 
I . | j 
| 45 Al 
| i 
to * ae i oe, ae hie? a =. a . oe ee = a ee sie —~ | 
sie Fs ‘ :  ) \ a > aes 4 ae a “ie 4 eh, Le, 2? ae Pi i wf fs 


A Partition-ettes 

This new 86-inch line of partition-ettes 
is available in both steel and wood. 
The new height is particularly suitable 
to wall offices of supervisory employees 
desiring extra privacy. It is a product 
of Arnot-Jamestown Division, Aetna 
Steel Products Corp., Jamestown, 


N, ¥. (C-1) 


Antique dining room 
Oldest of three “antique” dining rooms 
of Schenley Distillers Co., located on 
the 37th floor of New York’s Empire 
State Bldg., this Jacobean Room dates 
back to 1610 and comes from Rugely 
Manor in Staffordshire, England. 
Schenley also has a French Provincial 
and Georgian room, each dating 
from the 18th century. All three 
rooms are used for executive dining 
and special meetings. (C-2) 


46 


q Upholstered office chairs 

Leather upholstery and sturdy, _pol- 
ished walnut frames are features of 
these office twins from The Taylor 
Chair Co., Bedford, Ohio. Low-slung, 
light-weight and moderately scaled, 
the chairs fit into a small executive 
office or may be grouped around a 
conference table. (C-3) 


xk. 

A Auxiliary chair 

The Clarin “Commuter” executive 
host chair features a tablet writing 
arm which provides a writing surface 
during conferences, training classes 
or for note taking. The arm may be 
folded down along the side of the 
chair when not required; or it is 
available without the tablet arm. 
Clarin Mfg. Co., 4640 W. Harrison 
St., Chicago 44. (C-4) 
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A Monthly Feature 


Tools 


THE PROBLEM today | involving 
water coolers is not whether to install 
one — the fact that more than 1,000- 
000 bottle- or pressure-type drinking 
water coolers are now in use is ample 
evidence of their acceptance — but 
how many, of what capacity, kind 
and type should be installed? This 
is a current problem facing not only 
those firms about to install their first 
cooler for an existing building, but 
likewise for those planning new build- 
ings or whose present drinking water 
facilities have proved of limited use- 
fulness due to expansion. 

The problem, then, is three-fold: 
Which to choose of three distinct 
types, three kinds, and almost as many 
capacities as there are models. In ad- 
dition, firms must decide how many 
are required, and where they should 
be placed for the convenience of em- 
ployees. Water coolers are rated ac- 
cording to their ability to deliver a 
certain number of gallons of 50-degree 
water each hour under certain tem- 
perature conditions. As these condi- 
tions change, so does the capacity of 
the cooler. 

Two factors to consider here are 
(1) the temperature of the incoming 
water supply, and (2) the temperature 
of the room in which the cooler is lo- 
cated. Where bottle-type coolers are 
concerned, of course, these two figures 
are identical; and in determining the 
capacity, figures on peak temperature 
as well as peak demand are required. 

The next step is to check require- 
ments against the rated capacities of 
the coolers under consideration. Most 
manufacturers supply this information 
as a matter of course in descriptive 
literature. In determining the number 
of coolers necessary, however, it is 
Wise to remember that not more than 
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of the Office 


Water Coolers 


100 persons each hour can be expected 
to use a single cooler without undue 
crowding, even though the cooler’s 
hourly capacity is more than sufficient. 
Often it is wise, in such instances, to 
install two or more smaller coolers 
and split requirements among them. 
Many firms have found it expedient 
to install coolers in such a manner 
that no employee has to walk more than 
50 feet to reach the unit. While this 
may pose a problem with installation 
of a single cooler, a solution may be 
found by installing several of smaller 
capacities. The savings made possible 
from this action may prove consider- 
able, particularly when employees’ 
work time is translated into dollars. 
Three basic types of cooler, each 
designed to fill specific needs, are of- 
fered to potential buyers. The dottle- 
type is suitable for use in firms where 
the municipal water supply, poor for 
drinking purposes from the stand- 
points of health hazard or excessive 
mineral content, is unpalatable. It 
also is used whenever bottled water 
is preferred. Naturally, if plumbing 
connections cannot be made, the bot- 
tle cooler is the answer. (This latter 
point, by the way, is important when 
semi-permanent or portable installa- 
tions are desired.) Requirements for 
an electrical bottle cooler are simple: 
An electrical outlet within about six 
feet of the cooler and a supply of bot- 


Three of the most popular varieties of 
water coolers shown here are, top to 
bottom, the bottle-type, pressure-type 
with hand control, and a wall-mounted 
fountain, for use where cooled water 
is piped to fixed outlets at a distance 
from the cooling unit. (Pictures by 
courtesy of Remcor, Cordley & Hayes 
and General Electric, respectively.) 
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This bottle-type cooler, from General 
Electric, points up the modern stylings 
available in cooling units from today’s 
manufacturers. 


tled water. If, however, the cooler 
is designed for constant use, some 
provision for storage of extra bottles 
and a reserve supply of paper cups 
must be made. 

The pressure-type cooler is intended 
for use when a continuous supply of 
cooled water is desired at certain spe- 
cific locations, and whenever a perma- 
nent installation is required. Many 
are equipped with foot treadle con- 
trols, advantageous in establishments 
where employees’ hands are likely to 
smudge the unit upon contact. Re- 
quirements for this cooler are a muni- 
cipal water supply suitable for drink- 
ing, available supply, drain connec- 
tions and an electrical outlet. 

The remote cooler, recommended 
when cooled water is to be piped 
solely to fountains or fixed outlets at 
a distance from the cooler, is advan- 
tageous from the standpoint of con- 
servation of space. This unit may be 
concealed under a counter or in a 
closet; inset into, or on a wall, or 
even suspended from ceilings. Should 


an installation require excessively long 
pipe runs from the remote cooler to 
various outlets, use of a number of 
smaller-sized units, each tied into 
existing plumbing facilities, is recom- 
mended. Requirements of the remote 
cooler include: A municipal water 
supply suitable for drinking, available 
supply, plumbing and an_ electrical 
outlet. Access to the unit should be 
provided for maintenance. 

In addition to these, a number of 
special types is available. Among these 
are the junior and the small-sized 
pressure cooler, the latter suitable for 
small offices, plants and stores where 
high capacity units are not necessary, 
but convenience of a cooled water sup- 
ply is desired. 

Cooling for these units is supplied 
usually by artificial refrigeration — 
usually electric — or by ice. In the 
latter instance, a supply of ice is placed 
inside the unit in much the same 
fashion as for an ice-box in the home. 
These coolers utilizing refrigeration 
are of two types: Air cooled or water 
cooled. 

These two basic methods in typical 
units allow for the flow of either air 
or water, as the case may be, to 
carry away the heat which has been 
removed from the drinking water 
by means of whatever refrigerating 
agent is used. Air cooled units, in 
which the condenser is cooled with 
a fan or thermal draft, are especially 
suitable where surrounding air is be- 
low 110-degrees during the time the 
cooler is in operation. Air should be 
free from abnormal amounts of lint, 
dust or combustibles. In these installa- 
tions it is important to provide free 
air passage around the entire cooler 
for maximum efficiency. 

The water cooled unit is suitable 
for concealed or recessed installations, 
or wherever surrounding air ap- 
proaches 110-degrees; and use is rec- 
ommended when the air is loaded 
with lint, dust or dirt, but free from 
combustibles. 

Another type of cooler — the ex- 
plosion proof — is being used in some 


A bottle-type cooler, equipped with 
hot and cold faucets, storage com- 
partment and supply of cups and bev- 
erage packs attached to either side 
(top), and a standard pressure-type 
cooler with foot controls are pictured 
at the right. (Pictures by courtesy of 
Ebco and Uniflow, respectively.) 
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CONE SHAPE WATER CUP PLEATED WATER CUP 
¢ “SHELL-LIKE” RIM — for better taste sensation. ¢ “SHELL-LIKE” RIM — thin and smooth for more 


‘ leasant drinking. 
* SPECIAL CALENDERED PROCESS — P 6 
oe a «ess CARR PRUNES — cules ene 
stronger, nicer to drink from. 


stronger, smoother, firmer. 

* 3-PLY WRAP-AROUND BOTTOM — makes cups + TRIPLE-PLEATED SIDEWALLS — with 16.3-ply 

stronger and leak proof. pleats for greater rigidity. 

_ © BLUNTED BOTTOM — makes handling and dis» * SPECIAL INDENTED BOTTOM — prevents spilling 
| _ Pensing easter. DESIGNS —- 344 oz, size i hite. Also availabl 
: ; — 3% oz. size in pure white. Also available 
DESIGNS — 3% oz., 5 oz. and 6 oz. available in hand- jin 2-color special design at no additional cost. 5 oz. size 
some Blue Ship Design or assorted Safety Slogans. in pure white. 


FREE! Ten-day supply of Hudson Water Cups—to prove to your- > 1 Hudson Pulp & Paper Corp. 


| self the better quality—at no obligation. Mail the coupon today! 1 Cup and Container Division 
| | 477 Madison Avenue, New York 22, N.Y. } 
Pc" & Ang, O ; Yes, | want to try the FREE 10 day supply of the NEW Hudson Water 
2 % H U DS N PULP & Cups in my office, at NO obligation. 
a4 4 | Name 
PAPER CORP. : 
Cup and Container Division ; 
Add 
477 Madison Avenue, New York 22, N. Y. a oun iad 


MARCH 1957 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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industrial and factory offices, and is 
designed specifically for use where 
combustibles and explosive mixtures 
of vapors, gases or dusts infiltrate the 
atmosphere. 

One important point to keep in 
mind to obtain greatest usefulness 
from coolers is the installation of units 
at points frequently passed by employ- 
ees in the normal line of duty. This 
practice will allow water drinking 
with a minimum loss in production 
time. Also, coolers should be located 
at traffic centers for the convenience 
of customers, as, for example, near 
a main entrance, 

Many coolers offer adjustable cold 
control to regulate water temperature; 
and hand or foot pedal control to 
regulate water flow is optional among 
other varieties, usually depending 
upon the desires of the purchaser. 

If water cooling units, then, are 
accepted tools of the office, a special- 
ized use of them — as “refreshment 
centers” during coffee breaks — like- 
wise is acknowledged as having “ar- 
rived.” And although acceptance of 
the coffee break has created some new 
problems, it is now estimated that 9 
out of 10 firms permit them. The 
major problem in the past revolved 
around the subject of effectively bring- 
ing together the coffee and the em- 
ployee without a resulting loss of pro- 
ductivity, and with reduced discomfort 
to management. 


A method to attach coolers to walls, 
thereby providing a cleaning area be- 
neath the unit, is supplied by this 
Cordleyrac device from Cordley & 
Hayes. 


Designs for coolers which provided 
hot, as well as cold water were drawn, 
and employees were afforded the 
chance to mix their own drinks using 
instant beverage concentrates. Coffee 
break travel time, therefore, was re- 
duced by bringing the coffee break 
as close as the nearest water cooler. 
In practice, however, this procedure 
has its limitations; management still 
faced the problems of paying for pac- 
kets of coffee and other fluids, of as- 
signing an employee to keep racks 
stocked, of jproviding cups and stir 
sticks, and finally many companies 
faced the problem of pilfering. (Cer- 
tain cup manufacturers, incidentially, 
now provide plastic-coated cups for 
convenience in handling hot fluids.) 

A coin-operated machine to dispense 
packs and cups, to be installed and 
serviced by experienced vendors, was 
devised. The advantage of using the 
machine in conjunction with the water 
cooler was retained, and management 
was relieved of maintenance headaches 
and beverage costs. Another problem 
arose, however, from the inability of 
many water cooler installations to 
supply hot water. Several dispensers 
were introduced to provide means to 
heat water from a bottle type cooler, 
or to include a built-in hot water 
heater and tap. The procedure gen- 
erally is to run a water line directly 
from the cooler to the dispenser; heat- 
ing coils in the machine then heat the 
water to proper temperatures. 

In line with this recent develop- 
ment, some cooling installations now 
feature storage compartments for bev- 
erages, and many make ice cubes for 
mixing summer drinks. One remark- 
able point to remember in this con- 
nection is that, in spite of these mixed- 
drink innovations, cooling units still 
occupy an amazingly small portion 
of floor space. 

Following is a list covering the 
principal manufacturers of water cool- 
ers of various types, together with a 
brief description of the types of prod- 
ucts offered. 


The Manufacturers 


Allen Filter Co., 25 S. St. Clair St., 
Toledo, Ohio. This company has man- 
ufactured a line of pressure-type, ice- 
cooled water coolers. Current details 
not available at press time. 

Coolstream Corp., Philmont, N. Y. 


Eleven models in the Coolstream line 
of water coolers are available, 4 bottle- 
type and 11  pressuretype. Cooled 
water capacity of the various models 
ranges from 2 to 20 gallons each ‘hour. 
Refrigeration is electric. Four models 


eS ck eee 


This pressure-type cooler, with _ its 
push down button control and deep 
drainage bowl, is another popular 
model in offices. (Picture by courtesy 
of Frigidaire.) 


Another pressure-type unit, featuring 
location of the faucet on the front, 
points up the comparatively small 
floor area required to accommodate 
a cooling unit. (Picture by courtesy 
of Temprite.) 
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Typical of the electrically-refrigerated 
bottle-type cooler is this model from 
Westinghouse, featuring silver grey 
and white finish to complement office 
decor. 


feature storage compartments for bev- 
erages, and 4 are capable of making ice 
cubes. Storage capacity of models is 1.1 
cubic feet. Four models include a hot 
water feature for instant coffee and 
other beverages. Hand _ bubbler-foot 
control is optional, and pressure models 
feature stainless steel tops. Optional 
features include glass filler push button, 
push back, push down and/or foot 
pedal control. All models are fan 
cooled; water cooling evaporators are 
of stainless steel. Cabinet finishes are 
available in» grey Hammertone, the 
standard finish, with other colors to 
order available. Price range: Listed 
from $159.82 to $451.78. 

Century Brass Works, Inc. SEE: 
Larco, Inc. 

Copeland Refrigeration Corp., Sid- 
ney, Ohio. Copeland offers 6 models, 
1 bottle- and 5 pressure-types, of elec- 
trically-refrigerated water coolers. Ca- 
pacity ranges from 6 to 27 gallons 
each hour; dual hand and foot con- 
trol and thermostat are featured. Glass 
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fillers may be push down or push 
back, and storage capacity ranges be- 
tween 7 and 10 pints. Cabinet finishes 
are available in grey baked enamel. 

Cordley & Hayes, 443 Fourth .4ve., 
New York 16. Cordley’s line offers 
20 models, 3 bottle- and 17 pressure- 
types. Refrigeration is electric, and 
water capacity of the smallest model 
is 2 gallons each hour; largest, 27 
gallons each hour. Two models pro- 
vide storage compartments, and 2 are 
capable of making ice cubes. Storage 
capacity of the smallest model is 1 
quart; largest, 1 gallon. Grey cabinet 
finishes are available, and standard 
features include stainless steel tops, 
sanitary bubbler, hand and foot con- 
trols and adjustable thermostat. Cord- 
ley also offers 1 model of ice-cooled 
drinking unit of the bottle-type variety. 

Du Bois Eng. & Mfg. Corp., 2600 
169th St., Hammond, Ind. This com- 
pany features pressure-type coolers of 
30 gallons’ water capacity. Glass filler 
or bucket filler is optional, and one 
special feature is the freeze-proof con- 
struction of the units. Stainless, hot 
roll steel cabinet finishes available. 
Price range: $950. 

Ebco Mfg. Co., 265 N. Hamilton 
Rd., Columbus, Ohio. Twenty-nine 
models in the Oasis Line are available 
from Ebco. Nine are bottle-type; 20, 
pressure-type. Water capacity of the 
models ranges from 1% to 35 gallons 
each hour. Five models are equipped 
with storage compartments; 3 are ca- 
pable of making ice cubes. Storage 
capacities: Five to 20 quarts. Three 
models have hot water features for 
instant coffee and other beverages. 
Standard features include patented 
“Dial-A-Drink” bubblers, pre-coolers, 
adjustable thermostats, triple insuta- 
tion, and hermetically-sealed condens- 
ing units with capacity boosters. Op- 
tional features include: Three types of 
glass filler, foot pedal controls, cup 
dispensers, beverage racks, side-mount- 
ed fountains and plumbing covers. 
The Oasis Hot ’N Cold variety offers 
hot, in addition to cooled water. The 
new Oasis In-A-Wall coolers offer 
built-in water cooling units for new 
construction, as well as for older 
buildings. Desert Dawn is the stand- 
ard cabinet finish available. Price 
range: Listed from $146.50 to $690. 

Frigidaire Div., General Motors 
Corp., 300 Taylor St., Dayton 1, Ohio. 
Frigidaire offers 8 models, 2 bottle- 


sions 


This “economy-size” electric cooler 
does not require plumbing and serves 
up to 60 persons hourly with the 
standard 2-, 3- or 5-gallon bottle. 
(Picture by courtesy of Haws.) 


and 6 pressure-type, of water cooling 
units. Cooled water capacity of the 
compartment bottle-type model ranges 
from 30 to 40 3-0z. cups each hour; 
capacity of the largest model is about 
20 gallons. Standard features include 
thermostats, foot pedal controls (for 
pressure-type models, except those 
water cooled), remote bubbler connec- 
tions for pressure-type models, and 
stainless steel tops. Glass fillers, push 
button bubblers for pressure types, and 
frost-proof packages for 6, 12 and 18 
gallon pressure-types are other fea- 
tures. One model is equipped with 
storage compartments, and one is capa- 
ble of making ice cubes. Storage 
capacity for bottle-types is 1 gallon. 
Pressure-types feature 
cooling-type coils. 
enamel 


instantaneous 
Beige on baked 
is the standard finish avail- 
able. The models also feature “Meter 
Miser” compressors, all steel cabinets 
and rust proof cooling units. 

General Electric Co., 5 Lawrence 
St., Bloomfield, N. ]. This company 
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Stainless steel top and base are fea- 
tures of these pressure-types. Water 
stream flows high and steady (bottom) ; 
hand-foot dual control operation (as 
at right) are optional among most 
models. Pictures by courtesy of Halsey 
W. Taylor and Sunroc.) 


features 8 models, 1 bottle- and 7 
pressure-types. Cooled water capacity 
of these electrically-refrigerated units 
ranges from 3 to 20 gallons each hour. 
Standard features are: Stainless steel 
anti-splash tops; no-grope, full width 
foot pedals; adjustable water tempera- 
ture controls and adjustable automatic 
steam regulators; and streamlined styl- 
ing with functional louvers which pro- 
vide air for condensers. Glass fillers 
are of the push button or push down 
variety; manual bubbler controls and 
accessory drinking fountain units are 
optional features. Storage capacity 
ranges from 7 to 12 pints. Cabinet 
finish available is grey Hammertone. 
Cabinets are of rugged steel construc- 
tion, and front panels snap on and 
off for simple maintenance. Non-clog 
pre-coolers and _ corrosion - resistant 
water systems are additional features. 
Price range: $256 to $434, suggested 
list. 

The Glenwood-Inglewood  Co., 
Glenwood Ave. at Thomas, Minneap- 
olis 5, Minn. Glenwood offers three 
bottle-type units with capacities from 
more than 3 to more than 4 gallons 
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each hour. Features include hermetic 
condensing units, temperature con- 
trols, 20-gauge galvanized metal drip 
receptacles, drip trays and push button 
faucets. A cooler stand, for storage 
of water bottles under the cooler, is 
optional. Cabinet finishes available 
are metallic tan or grey. Price range: 
$159 to $235, list. Glenwood’s Spring- 
Water Dispenser, for sale or rent, is 
capable of serving 55 8-ounce cups of 
hot beverage every hour. Height of 
the dispenser is 20% inches; with a 
5 gallon bottle, 37 inches. The unit 
plugs into a 115 volt AC outlet, and 
safety controls prevent overheating. 
Available in metalized grey. Price 
range: Listed from $159 to $235. 
Haws Drinking Faucet Co., 4th & 
Page Sts., Berkeley 2, Calif. Haws 
offers 26 models of electric water 
coolers, 4 of which are bottle-type, 
and 22 pressure-type. Cooled water 
capacity ranges from 2 to 240 gallons 
every hour. Standard features are: 
Shielded, angle stream bubblers with 
dual hand and foot controls; dual 
thermostats, and hermetically sealed 
cooling systems. Many models may 
be equipped with a variety of glass 
fillers, and push back, platform, hand 
lever or foot pedal control, Two mod- 
els have storage compartments, and 2 
are capable of making ice cubes. Stor- 
age capacities range from 1 gallon, 
for 5-gallon recovery units, to 40 gal- 


lons, for cafeteria types or central 
cooling units. Cabinet finishes avail- 
able include Hammertone grey, leather 
brown or white. Stainless steel finish 
is available for most models, and a 
variety of colors or finishes can be 
furnished to meet specifications. Haws 
also features models with custom de- 
sign and stainless steel tops and _pol- 
ished chrome trims, and a full line 
of remotetype coolers. Price range: 
$115 up. An ice water cooler and 
drinking fountain is manufactured by 
Haws, and features a capacity of 75 
to 100 pounds. It is available with 
additional wall mounted drinking 
fountain units on order. The receptor 
is of enameled iron; and the cooler 
is finished in olive green lacquer. 


Kelvinator Water Coolers, Colum- 
bus 13, Ohio. Twenty-nine models, 
9 bottle- and 20 pressure-types, are 
available from Kelvinator. Cooled 
water capacity of these electrically- 
refrigerated units range from 1¥, gal- 
lons each hour to 35 gallons. Standard 
features: Adjustable thermostats, pa- 
tented “Dial-A-Drink” bubblers, pre- 
coolers, Kelvinator condensing units 
with capacity boosters, and triple in- 
sulation. Optional features:  Side- 
mounted fountains, plumbing covers, 
glass fillers, foot pedals, beverage and 
cup dispensers, and stainless steel cab- 
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Shown here is a pressure-type unit 
with heating unit and provision for 
cups and beverage dispenser packs. 
(Picture by courtesy of Kelvinator.) 
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inets. Five of these models are 
equipped with storage compartments, 
and 3 are capable of making ice cubes. 
Storage capacities: Five to 20 quarts. 
Three models have hot water features 
for instant beverages. Cabinet finishes 
available include the standard Glacier 
Grey and, for the Kelvinator Bottelet 
model only, white. Price range: Listed 
from $148.50 to $692. 

Larco, Inc., 2409 San Fernando Rd., 
Los Angeles 65, Calif. The Century- 
Larco Line includes 40 models, all 
except two of which are pressure-type. 
Cooled water capacity ranges from 3 
to 300 gallons every hour. Both hand- 
and foot-operated bubblers are a fea- 
ture, as are freeze-proof thermostats. 
Two models are equipped with stor- 
age compartments, and two are capa- 
ble of making ice cubes. Storage capac- 
ity: From 1 to 150 gallons. Cabinet 
finishes are available in baked ename! 
and stainless steel. The company also 
offers several models of explosion- 
proof coolers, several models of low- 
height coolers, and both air and water 
cooled models in a variety of sizes. 
Stainless steel storage tanks are in- 
cluded on all small models; storage 
tanks are optional on all large capacity 
units. Price range: Listed from $220 
up. Larco also features five models of 


ice-cooled units of the submerged coil . 


type, with from 50 to 120 pound ice 
capacities. Available in enamel finish, 
list prices range from $130 to $200. 
Marquette Appliances, Inc., 307 E. 
Hennepin Ave., Minneapolis, Minn. 
Marquette’s five models of Freon-re- 
frigerated water cooling units include 1 
bottle- and four pressure-types. Cooled 
water capacity ranges from 5 gallons 
to 22% gallons every hour. Hand 
and/or foot pedal controls, thermo- 
static temperature controls are stand- 
ard features. Optional glass fillers are 
either push button or of the push 
down platform variety. Cabinet finish 
combines electro-plated steel panels 
and baked enamel paint. Price range: 


Next Month: 


Air Conditioners; fans 


and air circulators 


MARCH 1957 


Listed from $250 to $375. 


Progress Refrigerator Co., 737 S. 
13th St., Louisville, Ky. This concern 
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Two streamlined pressure-type models 
shown above include the indented- 
front variety (top), and another mod- 
el featuring functional louvers. (Pic- 
tures by courtesy of Westinghouse 
and General Electric.) 


has manufactured pressure-type water 
coolers of the ice cooled variety; cur- 
rent details not available at press time. 


Puro Filter Corp. of America, Puro 
Bldg., 5\st Ave. & 21st St., Long 
Island City 1, New York. Puro’s 24 
models of electrically - refrigerated 
water coolers include 3 bottle- and 21 
pressure-types. Cooled water capacity 
ranges from 34 to 25 gallons each 
hour. Standard features include either 
stainless steel or vitreous china tops; 
hand-operated bubblers; patented pre- 
coolers in models with more than 6 
gallon capacities; hermetic units and 
forced air-cooled condensers; thermo- 
stats, and overload protectors. Cool- 
ing reservoirs and all tubing and fit- 
tings are hot-tinned inside and out 
to prevent corrosion. Foot pedal con- 
trols; gooseneck, platform and push 
back varieties of glass filler; extension 
fountains for mounting on side of 
coolers or for remote installations; 
water cooled condensers, and explosion 
proof components for use in hazard- 
ous areas are optional features in this 
line. Eleven models have storage com- 
partments; 9 are capable of making 
ice cubes. Storage capacities: Approx- 
imately 1 to 2 cubic feet. Four models 
include hot water features for instant 
beverages. Cabinet finish available: 
Standard pearl-tone grey, with ma- 


A method to provide instant bever- 
ages by means of heating water units 
connected to either pressure- or bottle- 
type coolers is shown here. ( Picture 
by courtesy of Lehigh Inc., Easton, 


Penn.) 
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hogany furnished upon request. Cus- 
tom decorator colors supplied on  spe- 
cial order. Filter-purifiers can be en- 
closed within confines of cabinets. 
Price range: $183.50 to $353.50. 
Remcor Products Co., 321 E. Grand 


Fe ae Ave., Chicago 11. Remcor coolers num- 
ae ber three, two bottle- and one jpressure- 
Se type. Cooled water capacity ranges 


from 2 to 5 gallon each hour. Therm- 
ostats are featured on each type. One 
model includes storage compartment, 
with a capacity of 1 cubic foot. Cabi- 
net finishes are available in Hammer- 
loid grey. Price range: $120 to $190. 

Solupak Co., 1602 Glenwood Ave., 
Minneapolis 5, Minn. This company 
now features a special hot water dis- 
penser, accomodating from 1 to 5 


THIS 
HUNGRY 
MACHINE 
EATS 
SECRETS 


Shredmaster. Bantam-10 Devours Confidential Papers 


gallon bottles. Features include: 


element, thermostatically 


with Fiberglass insulation. 
bottle water does not heat. 
chamber is always _ filled, 
closing faucet is included. 
in brown baked enamel, the 
priced at $49. 


and 


Star Metal Mfg. Co. Inc-., 


And Obsolete Records Right In Your Own Office 


Are your confidential papers exposed 
to prying eyes? You, too, can have 
SHREDMASTER protection when 
disposing of confidential papers and 
obsolete records. The Bantam-10 
SHREDMASTER assures security 
for your company by turning obsolete 
records into unreadable shreds in a 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 
banks and government agencies safe- 
guard their confidential papers and 
=—" records with SHREDMAS- 
ER. 


FREE 10-DAY TRIAL. New illustrated 
folder describes unique Bantam-10, 


Portable, quiet, 
clean, the 
Bantam-10 is 
the only paper 


designed 
for office use. 


(4°. 


gives full details about Free 10-day 


Trial. Write today for: 
Circular 41, Room 1118 


9 East 40th Street, New York 16,N.Y. 
THE SHREDMASTER CORP. 


INC. 
Manufacturers also of the Clipper-14, only heavier 


A DIVISION OF SELF WINDING CLOCK CO., 


duty shredding machine suitable for office use. 


Sales and Service in all principal cities in U. $. and Canada 
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Two- 
gallon glass-lined heating chambers and 
a 1000-watt immersion type heating 
controlled 
and adjustable, preset at 190 degrees, 
Service 
cord plugs into regular outlet and 
Heating 
self- 
Finished 
unit is 


Trenton 
Ave.and Ann St., Philadelphia 34. This 
company manufacturers 28 models of 
pressure-type water coolers, electrically- 
refrigerated, with cooled water capa- 
cities ranging from 31% to 25 gallons 


| shredding machine 


every hour. Standard features include 
push back faucets, bubbler faucets, 
pedestal gooseneck faucets and hand 
side turn faucets. Optional features 
Side turn faucets, water filters, 
stainless steel wire glass baskets and 
storage shelves (for top and _ sides), 
Stainless steel finishes are available for 
all cabinets. Price range: $460 to 
$1220. 

Sunroc Corp., Glen Riddle, Penna. 
Sunroc has available 153 models of 
water coolers, including five basic mod- 
els of bottle-type coolers and 60 basic 
models of pressure-type. These are 


are: 


electrically-refrigerated, and — cooled 
water capacities range from 24% to 


42 gallons every hour. 
these models are: 
ing units; 


Features of 
Tube-on-Tube cool- 
built-in anti-siphon and 
strainers on all water cooled models; 
removable foot pedals if hand-operat- 
ed action only is required; dual (hand 
and foot) control; and supply of stain- 
less steel top, kickplate and foot pedal 
at no extra cost. Four basic models, 
not including variations, are equipped 
with storage compartments 
make ice cubes; storage capacity 
is more than 1 cubic foot. Two basic 
models, not including variations, have 
hot water features for instant bever- 


and/or 


ages. Cabinet finishes available: Grey 
Hammertone, — stainless steel, — with 
other colors on special order. Foot 


pedals are lifted easily for cleaning, 
and basin drains can be cleaned with- 
out removing top of cooler. Price 
range: $134.50 to $708, standard mod- 
els only. Prices for special models 
vary. 

Halsey W. Taylor Co., 137 North 
St. NW, Warren, Ohio Fifteen pres- 
sure- and one bottle-type water coolers 
are offered by this company, with 
capacities ranging from 6 to 21 gallons 
each hour. Models feature dual con- 
trol units, hermetic condensing units, 
thermostats; and pressure-types are 
topped with stainless steel. Glass fill- 
ers are of the push back or lever han- 
dle type. One model contains storage 
compartments; one is capable of mak- 
ing ice cubes. —- capacity ranges 
from 1.4 quarts to 3¥, gallons. Cabinet 
finishes ‘include stainless steel, lacquer 
and baked enamel. An_ expansion 
valve for controlling refrigerating pres- 
sure, and service valves for processing 
in the field, when required, are special 
features. 

Temprite Products Corp., P. O. Box 
72, East Maple Rd. Birmingham, 
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“ The coffee break is an accepted part 


= of the working day—control it! 


Some employees go out for — Some employees send out for Some employees brew their 
d coffee (time lost: 4 hr. to coffee (time lost: 12 hr. an- own (ugh! a sloppy, time- 
pe 1 hr.) ticipating, 10 min. drinking) consuming mess) 


=) a>) 


But when you install Rudd- only a minute or two... (if “Out for coffee.” In all com- 
: _ Melikian hot-coffee dispen- you have 50 $3-per-hour em- petitive tests, Rudd-Melikian 
uts, | sers in strategic locations ployees—a very conservative dispensers always outsell 
are serving delicious Kwik-Kafé example— the annual cash others—and that’s what checks 
fill- (it’s 100% real coffee, fresh saving is $4920) and youelim- absenteeism and its drain on 
frozen), the coffee break takes inate those three sad words: profits. 


Rudd-Melikian, Inc., Dept. 16C, Hatboro, Pa. 


Send me free booklet, “Control your coffee break.” 


Rudd-Melikian dispensers serving delicious Kwik-Kafé are installed and serviced by our nation- 
inet wide network of franchised dealers free of charge where volume warrants, and on a trial basis, 
uer if you wish, 


Get in touch with your local Kwik-Kafé dealer, or send direct to us for free booklet. 


Your Name. a ee 


Firm Name — 


... that delicious coffee 


Addr 


City. Zone. State. 


 — Rudd-Melikian, Inc. Hatboro, Pa. 
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Tools of the Office 


Mich. Temprite offers 20 pressure- 
and four bottle-types of water cooling 
units, featuring dual water controls 
and thermostats. Cooled water capac- 
ity of these  electrically-refrigerated 
models ranges from two to 27 gallons 
each hour. Optional features include 
glass and/or pitcher fillers, stainless 
steel panels, and wall fountains. Two 
models are equipped with storage 
compartments; two are capable of mak- 
ing ice cubes Storage capacities of 
the models: Approximately 50 ounces 
to more than | gallon. Cabinet fin- 
ishes are available in Hammerene 
grey enamel or stainless steel. Special 
features include extra deep top drain- 
age bowl, stainless steel tops, and 
removable front, side and rear panels, 
Price range: $152 to $412. 

Uniflow Mfg. Co., Erie, Penna. 
Water coolers available from this com- 
pany include both bottle- and pressure- 
types in a wide variety of capacities. 
Available with or without chilled 
storage compartments, they are fur- 
nished in either grey pearltone or pol- 
ished stainless steel cabinets. Foot 
pedal control is standard, with hand 


bubbler optional. Evaporators in pres- 
sure-types are equipped with  pre- 
coolers; open top stainless steel storage 
tanks, and refrigerant tubing bonded 
to outside of tanks are features of the 
evaporators in bottle-type 
Locks for storage compartments can 
be supplied. 


coolers. 


Waters Filter and Cooler Co., 10 
W. 29th St., New York. About 15 
models of water coolers are supplied 
by this company, all electrically-refrig- 
erated, and offering from 2 to 30 
gallons of cooled water every hour. 
Bubbler, hand and foot control units 
are offered. Six models contain storage 
compartments; three are capable of 
making ice cubes. Storage capacities 
range from 1 cubic foot. Three models 
have hot water features for instant 
beverages. Cabinet finishes are avail- 
able in grey, and the price range is 
$125 up. 

Westinghouse Electric Corp., 653 
Page Blvd., Springfield. Mass. This 
company manufactures 17 models, 5 
bottle-type, 12 pressure-type. Type of 
refrigeration is electric, and cooled 
water capacities range from 1.65 to 


tures are: Hermetically sealed refrig- 
eration systems; non-clog pre-coolers 
and drains; super-sub coolers; auto- 
matic stream height controls; stainless 
steel tops, and storage type water 
chambers. Optional features include: 
Glass fillers, auxiliary fountains for 
mounting on walls or on the side of 
the cooler; stainless steel panels, and 
transformers. Two models contain 
storage compartments; 2 also are cap- 
able of making ice cubes. Storage 
capacity: One gallon to 13% pints, 
One model includes hot water features 
for instant beverages. Price range: 
$149.95 to $432.50, suggested retail. 


Office firms merge, expand; 
others announce moves 
(From page 14) 


square feet of floor space; estimated 
construction costs are $46,000,000. Ex- 
ecutive offices of Union Carbide and 
its divisions will occupy the major 
portion of the new building. A “skin” 
of stainless steel and grey-tinted glass 
will cover the exterior, while stainless 
steel mullions will rise from the street 
to the roof. 


heautiful 


FUNCTIONAL 


free-form desk 
... by Leopold 


Once you see it, 

you will know that 

the Leopold Free-Form 

is the desk for you. 

Bold, beautiful 

“wrap around” lines bring 
everything on the top 
surface conveniently 
closer to you. 

Functional design, warm 
wood tones, fine 

Leopold craftsmanship 
make the Leopold 
Free-Form Desk | 
right for your office. 
Get full information from | 
your Leopold dealer. 


Ht LEQQ0MA courant 
Member: Wood Office Furniture Institute 


BURLINGTON, 
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Leading firms have made substantial savings with 


a separate “inside” telephone system of their own. 
This fact-filled booklet shows you exactly how. 

A P-A-X business telephone system is entirely 
a independent of public (outside) phone service— 
thus sharply cuts the high cost of rented equip- 
ment. It’s 100% automatic—requires no operator. 
| It handles “inside” calls in a split-second—keeps 
| | the regular switchboard always free for impor- 

tant outside calls. P-A-X is providing numerous 
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NT 


EXECUTIVES... 


send for this timely booklet! 


other time- and money-saving advantages, too— 
throughout industry. 

Learn more about this proven way to trim 
costs. You can—quickly—because this helpful 
booklet is full of solid information. Write today 
for your free copy: Automatic Electric Sales 
Corporation, 1033 W. Van Buren Street, Chicago 
7, Illinois. Jn Canada: Automatic Electric Sales 
(Canada) Ltd., 185 Bartley Drive, Toronto. 
Offices in principal cities. 


P-A X business telephone systems 
AUTOMATIC <> ELECTRIC 
® 
Originators of the dial telephone + Pioneers in automatic cont SS) 
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Largest publishers of specialized 
magazines for the office management 
and office equipment fields, the 
Geyer-McAllister publications offer 

a selling vehicle to reach every 
segment .. . every buying influence 

in these fields. 

As the foremost authority in the office 
administration field, Geyer-McAllister, 
through Office Management, 
delivers an interested audience of 
high level executives who represent 


To Si Clf OFFICE SYSTEMS, MACHINES, 


FURNITURE, STATIONERY, SUPPLIES 
the major buying influence in 


AND SERVICES, Go 7 0 
America’s largest offices. 


the House of Authority 


As the pioneer in the merchandising 
of stationery and office equipment 
through dealers, Geyer-McAlilister, 
through Geyer’s Dealer Topics, 

has earned the loyalty and delivers 
the interested readership of America’s 
most substantial retail office equipment 
and stationery establishments. 


OFFICE MANAGEMENT, serving the dynamically 
expanding office market—parallels its growth— 
with a new circulation high of more than 24,000* 
management executives concerned with office 
administration—by far the largest ABC paid 

in this field—covering every type of business 
organization and institution. 


OFFICE MANAGEMENT YEARBOOK. Annual review 
and reference source for management executives 
concerned with office administration. Published in 
March. Reviews the fast-moving trends in office 
techniques, machines, and equipment. It’s an addi- 
tional “‘bonus’’ issue for OFFICE MANAGEMENT 
subscribers with “bonus” circulation for advertisers. 
More than 30,000 copies. 


GEYER’S DEALER TOPICS. Published since 1877, 
pioneer, friend and counsellor to the substantial 
dealers in the stationery and office equipment field— 
at the forefront of every merchandising trend and 
innovation—dominant sales influence—more than 
7300 paid subscribers—the only ABC audited magazine 
edited and published exclusively for the trade. 


WHO MAKES IT AND WHERE. Established 1879. 
Published annually. The oldest, most complete and 
authentic merchandising and buying guide for office 
equipment and stationery dealers. Trade circulation 
—more than 10,000 copies. The day-to-day tool of the 
dealer, wholesaler and manufacturer. 


* Subject to ABC Audis 


GEYER-McALLISTER 


Publications 
212 FIFTH AVENUE, NEW YORK 10, N. Y. 


BOSTON * CHICAGO «+ SAN FRANCISCO «+ LOS ANGELES 
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Forms— 
(From page 31) 


more in small quantities and requires 
an extra trim-cutting operation. The 
only machine I know of which does 
not require a gripper is the Vivid. 
Hectograph; but you still have to 
print your form before you can use 
it on the hectograph, and you still 
need the gripper. 

Sometimes it is necessary to make 
a form larger and then reduce it in 
order to use the smallest available 
type and make it still smaller, An 
easy way is to figure out the final 
size the form should be printed and 
then take a large sheet of paper and 
locate the intersection of the long and 
short size. Then draw a diagonal 
line from the corner through the in- 
tersection of the two lines. Then any 
point along this line, either larger or 
smaller, will result in the proportion 
you would want for the final copy. 
Draw a vertical and horizontal line 
through the point on the diagonal and 
you will get the size of the copy you 
want to work from. 


Dividing space equally 


This same principle is used ii we 
want to divide a space equally and 
a standard marking on the ruler does 
not divide equally. In this case we 
determine how many spaces we want, 
then find the nearest graduations that 
match and are longer than the space. 
Next, the ruler is placed on a diagonal 
from the top line to the graduation to 
give the proper number of divisions. 
It is a simple matter to draw your 
lines starting at each graduation. Un- 
der no circumstance should this meth- 
od be used with typewriter spaces. 
One reason—perhaps the main reason 
—for typewriter spacing is to put the 
form in the typewriter and move the 
spacer without the need to adjust the 
platen after the first line is located. 
If a form is to be used interchange- 
ably between hand writing and type- 
writing, it should be drawn in double 
typewriter spacing. 

Another thing to remember in pre- 
paring forms is to use the boxed-in 
method as much as possible. It helps 
keep to a minimum the number of 
typewriter stops. At the same time the 
title of the space can be put at the 
top of the box permitting use of 
the full width of the box for the fill 


in. Another rule we try to use is to 
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make every third line heavy on wide 
forms to ease following across the 
sheet from the title to a given line. 
In other words, the figure we are 
looking for would have a heavy line 
above, a heavy line below, or a light 
line above and below. We can use 
other means to accomplish the same 
thing, such as numbering the lines on 
both ends of the horizontal lines. Or 
we can repeat the titles of the lines 
at the end of the line as well as at 
the beginning. Or again, we can place 
the titles of the horizontal lines mid- 
way across the form. 

Considerable thought should be 
given to a numbering system, because 
when properly designed it can tell a 
great deal about a form and can 
double to some extent as a functional 


file. Basically, our system was well 
thought out. We assigned numbers 
and number series for such things as 
checks, invoices, envelopes, purchase 
o:ders, bills of lading, etc. We also as- 
signed a separate series for each of 
our divisions. 

We have been using suffix letters 
to tie in similar forms to group them 
together. We make the month and 
year part of the number and change 
the date only if there is a change in 
the form. In other words, regardless 
of how many times a form is re- 
printed, it carries the same date as 
when it was new or last changed 
until it is again changed. We have 
several forms that carry a date as old 
as 1936, even though they have been 
reprinted many times. 


How to streamline 
your shipment addressing 
for speed and economy 


[occ 


featunrg 


7 System ideas 


%"y berg used by \@ading Compames in every indusiry 


tor addressing labels tags and cartons 


NEW BOOKLET TELLS: 
e How to evaluate the efficiency of 
your shipment addressing operation 


e@ Modern systems for addressing 
labels and tags 


@ The latest direct-to-carton 
stenciling systems 


@ The key to a better shipping 
operation 


e Integrated shipment addressing, 
the newest trend in office systems 


Please 


You can 


cut costs in your 
order-processing 


operation! 


New booklet shows how 
“integrated shipment addressing” 
speeds shipments, eliminates 
errors and saves clerical time. 

Send for your copy! 


DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
dramatic savings in clerical time 
and effort. Regardless of your 
paperwork procedure, or office 
equipment used, you can enjoy the 
benefits of integrated shipment 
addressing. 


Your free copy is waiting 
Send for it today! 


WEBER MARKING SYSTEMS, Dept. |7-Cc 
Mount Prospect, Illinois 


mail me a copy of “‘How to streamline your ship- 


ment addressing for speed and economy. 


MAME. co ccscves eocsce Seeeeessceess Position ........+ 
WEBER MARKING SYSTEMS , Company........... iddtbpeietndesksaccaseeebens ‘ 
Division of Weber Addressing Machine Co., Inc. 

RGAE .cccccccccceseccccessvccccoesecces cocccccce 


Mount Prospect, Illinois | 
SALES AND SERVICE IN ALL PRINCIPAL CITIES 4 City.. 


For More Information From Advertisers Use 
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Our letterheads ran into the hun- 
dreds, and we found it necessary to 
modify from a consecutive suffix letter 
te two series of two letters each. The 
first two letters represented the divi- 
sion; the last two, the city. To avoid 
confusion and duplication of plates in 
our duplicating department, we file 
all plates in one series, regardless of 
how many different letterheads the 
same plate may be used for. In pre- 
paring the printing orders, we use 
different number series to designate 
the quality of paper. As an example, 
NY 1500 PC KC is for a Kansas City 
letterhead for Post Cereals Division 
printed on a 20-pound 50 per cent 
rag paper. NY 1502 PC KC is for 
the same letterhead, using the same 


plate for a mimeograph paper. In the 
same way we use a different NY 1500 
series number for a number one sul- 
phite bond or a 25 per cent rag bond. 

To avoid duplication of plates, all 
are filed under the NY 1500 number. 
In no instance do we show the quan- 
tity printed, since this information 
may be found in the folder and it 
would cost us the price and delay in 
preparing a new plate each time a 
form is printed. Similarly, the en- 
velope series uses the same suffix let- 
ters to designate the division and city. 
The number itself represents the size 
and quality of the envelope. Since 
most standard size envelopes are des- 
ignated by number, this number could 
be used in combination with others in 


You can fill all your 


multiple mailing needs with 
the Dennison Line 


} 
i 


SHEETS 

‘ 
The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%.6 x 
1”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels stay lined up until 
snapped apart. 33 labels (2! %. 
x 1%6") on a sheet. White only. 


errerer eee eeeeeeeeeeseeeee 


Dennison quality labels plus 
special Dennison gumming 
insure satisfaction. 

Order Dennison Addressing 
Labels from Your Stationer. - 


eeoeeeeer eee eee eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeFFeueaeeeeeeeeeeeeeeae 


eer ereer eee ee ee eee eee eee SHEESH eeeeeeeees 


4-PART SNAP-APART CARBON SETS 


Dennison Addressing Labels come in 
continuous rolls of 1000 couponed 
labels, 3 x 1” or 3 x 1%”, ina dispensing 
box. Accurate spacing allows labels to be 

ed with a minimum of adjustment. 
ite only. 


S) Sd - Onl coe 
Mass. 


Wh 


of Addressing Labels 


rT 
‘ 
} 
: 


ROLLS 


Framingham, i 


60 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


such a manner that from the number 
alone one could tell such things as 
size, quality, window, bottom or top 
flaps, gummed, etc. 


There are many ways of issuing | 


instructions for use of forms, and each 
has its specific application. Such fac. 


tors as the number of persons who | 


will use the form, how frequently the 
form will be filled out, how well ac- 
quainted employees are with opera. 
tions, and how they may tie in with 
a central point are important consid- 
erations. Most large companies with 
many branches issue standard prac- 
tice instructions for their various 
phases of work, such as general ac- 
counting and sales manuals. 


Use back of form 


Where a form is used very infre- 
quently or not at all by most personnel, 
the instructions can be printed on the 
back of the form or on a stub that can 
be torn off and destroyed after the 
form is filled out. One example of 
the latter would be an accident report. 
It may be necessary to supplement 
standard practice instructions by 
printing on the back of the report. 
An example of this would be an ex- 
pense report. 

When many persons must be trained 
in how to fill out a form, perhaps the 
best method is to have a copy of the 
form printed with an example of it 
filled in, surrounded by boxes with 
instructions of what is to be put in 
each box and an arrow connecting 
the instruction boxes to those on the 
form. 

There are applications where the 
direction of the grain of the paper 
is important. Three cases which come 
to mind are, (1) ledger cards where 
the card must stand up, (2) when 
we must type on a card and insert 
it in a typewriter, and (3) in the 
case of the Ditto machine. Paper is 
much stiffer the long way of the grain. 
Grain is brought about in making the 
paper by the way the fibers fall when 
they are vibrated on screens before 
rolling into paper. 

Ledger cards must stand up in the 
file and, therefore, the long grain 
should be at right angles to the bot 
tom of the tray. In the instance of 
a card which must be inserted into a 
typewriter, the long grain should be 
parallel to the length of the platen 
so it will follow the curvature of the 
platen or roller more easily. 
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She'll Love The Forty Efficient Hours a Week... 
With Livable ASE Furniture! 


ASE Steel Office Furniture opens the way to a colorful, efficient, livable reception 


and work area for your “Girl Friday”. She’ll thrill to the decorative colors. She'll 


welcome the quality-built, space-saving, practicality of her new ASE furniture. 
The beautiful fresh-as-tomorrow design will reflect your own good taste for everyone 


to see. You and your secretary, too, will love living with ASE. Investigate now! * aie 


See your nearest ASE dealer... 


or write for further information 
DESKS + CHAIRS + L-UNITS 


CREDENZAS + TABLES + BOOKCASES ALL-STEEL EQUIPMENT INC. 


FILING CABINETS » STORAGE CABINETS AURORA, ILLINOIS 
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The first few times we printed 
our export forms we were fortunate 
because unknowingly we got the grain 
the long way. The one time the grain 
was the short way there was not 
enough spring in the paper to pull it 
from the waxy, sticky ink on the mas- 
ter, and it followed the cylinder around 
the machine. It took a little while 
to figure it out, but now we specify 
that the grain must be the long way 
and we no longer have trouble on 
this score. 

Whenever we make an exception to 
an established routine it becomes ex- 
pensive. I am referring to two bad 
habits we all encounter — making 
changes to a proof, and requiring 
quick service. Most of these situations 
could be avoided with a little plan- 
ning. We often have had to redraw 
an entire form because the author 
forgot something in the way of an 
added column or an insertion near 
the top of a list that moved all sub- 
sequent names down just one line. 
These changes must be paid for, and 
one cannot expect a vendor to be 
penalized with additional expense 
when it was not his fault; so he just 
passes the cost to you. 


In the matter of quick service, some 
printers add as much as 100 per cent 
to the price of the form for same day 
service and 50 per cent for 24 hours. 
There are, no doubt, cases where 
these charges can be more then offset, 
but it is better to do a little planning 
to avoid these penalties. 


Specifications must be exact 


One must remember that the speci- 
fication is your only contact with the 
man who sets composition and runs 
your form on the press. For this rea- 
son, care should be taken to give as 
complete and accurate information as 
possible on the specification. If you 
must have accurate registration, say 
so, giving tolerances where known. 
Give sizes of holes, distance between 
centers, describe accurately where per- 
forations must be made, and the kind 
of paper, if that is important. It is 
better to err on the side of giving too 
much information than too little. Re- 
member, if the printer must call you 
for more information it will likely 
delay delivery of your job. 

To show how a knowledge of print- 
ing processes can be helpful, examples 
of savings and simplification follow, 


which can save time as well as money. 
It is doubtful whether any of these 
methods would have come to mind 
if one did not have an intimate knowl- 
edge of the various methods available. 

Although in the larger companies 
spirit duplication and mimeograph ma- 
chines are being replaced to some ex- 
tent by small photo offset types, these 
machines, because they require less 
skill and in some instances cost less to 
operate, have their use in the office. To 
prepare a wax plate of the form and 
imprint this plate on a master is a very 
costly method of getting copies of the 
form, unless large quantities of the 
masters are required. We have solved 
this problem by running the masters 
and the copy paper through any offset 
machine using the same plate for 
each. The only caution one must use 
is to feed the masters at a slower 
speed, stub end first, leaving the slip 
sheet in the set to prevent offset from 
the carbon. The copy paper must 
be registered with the stub perforation 
for perfect registration on the machine. 
This will require an adjustment on 
the offset press. 

The advantage of having plates pre- 
pared by photography in photo offset 


‘ i 


4 
— DUPLISTICKERS 


EL 


Duplisticker Mail-Aids, 
for typewriter and mimeo 
graph. Choice of 24 or 33 
addressing labels to each 
sheet. Finest gummed 
stock. 24 on sheets, 500 
to a box, 33 on sheets, 
25,100 and 500 sheet lots. 


Dupliquik MaileAids, spe- 
cial stock for use with 
**spirit’® or “*liquid’® pros 
cess duplicating mach- 
ines. Can also be used 
with typewriter. 33 labels 
on a sheet packaged 100 
and 500 sheets, 42 labels 
on a sheet packaged 500 
sheets. 


DUPLIQUIK. 
DIRECT MAIL ADDRESSING LABELS 


“ 
EUREKA SPECIALTY PRINTING COMPANY 


524 Electric Street, Scranton, Pa. 


DUPLISTICKERS, DUPLIQUIK, DUPLISNAPS, 
MAIL-AIDS, T.M. REG, U.S, PAT. OFF. 


2 Words on « 
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CARBON INIERLLAVIO 


DUPLISTICMERS . 


Duplisnap carbon inter 
leaved MaileAids. Made 
in sets of 2, 3, 4, 5 and 6 
sheets, 33 labels to each 
sheet, interleaved with 
smudge resistant carbon. 


For use with typewriter. 
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how does 
camera size 
affect 
Savings? 
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MICROFILMING SAVINGS EARN ADDITIONAL DIVIDENDS 
WITH THIS COMPACT MOTORIZED MICROFILM CAMERA! 


© ELI 
You add to the savings inherent in the use of microfilm for Reena SURNS PRAISED 


Saves time and labor by copying records 


your business procedures with the portable FLOFILM 9600! to be forwarded (check registers, order 
That's because it’s the only microfilm camera that goes to registers, etc.) at high speed and with 
the records to be filmed! There's no loss of record availability no chance of transcription error! 


—no time lost in sending records to be filmed—greater use of 


microfilm in many departments with just one Flofilm camera! . oe oe or ee See 


Easily carried to the documents saving 
valuable time and money! 


‘i 


© ELIMINATES MILES OF FILES! 


Microfilmed records save 99% of . 
valuable floor space! B: 


ONLY TRULY ¢ PLUS HUNDREDS OF TIME AND ite 
seaman MONEY SAVING APPLICATIONS! as 


Folds up and 
closes like a 


portable FREE FOR THE ASKING! 3 
typewriter! SAVINGS “IN THE PALM OF Send for your copy of “An Introduction a 
Weighs YOUR HAND"! The FLOFILM to Microfilm” showing how firms such 
approximately 9600 is the only microfilm cam- as yours save money with microfilm! 
20 pounds. era with a film magazine! 
a home movie camera — pro- . 
vides flexibility of operation! 4 DIEBOLD, INC. Dept.23 


Flofilm Division 
Norwalk, Conn. 


Ray 
‘ Bia a & 
" 4 Please send copy of “AN INTRODUCTION TO 
‘ () MICROFILM” at no obligation. 
s } Name Title 


ao OTe Company 
- Addr 
City Zone___ State. 
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Shut out 


interfering 


office noise — 


—eliminate disturbances created by 
loud telephone talkers and _inter- 
desk interference in general offices 
—confine phone conversation to 
make it confidential and free of 
error. The new Burgess - Manning 
General Utility Acoustical Enclosure 
actually puts you in an “Isle-ot- 
Quiet” in the noisiest office. Same 
high quality sound absorbing ma- 
terial used as in the famous B/M 
“Hear-Here” Acousti-Booth. All-steel 
construction and beautifully finished 
in silver-gray hammerloid. 


pa 


Bulletin A-143 


Ask for 


Architectural Products Division of 


BURGESS-MANNING COMPANY 


5980 Northwest Highway, Chicago 31, Illinois 


Manufacturers of: 
3-Way Functional Ceilings and Acousti-Booths for Telephoning 
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’ —— 
B. 28 BROWN KRAFT — OPEN END, CENTER SEAM _ ~ open end clasp 
gummed flap PRICE PER 1000 ENVELOPES. and gummed 
GUMMED FLAP CLASP & GUMMED 
Size SM 10m 15m 20m 25 SOM 100m 5M 10m 15M 20m 25m SOM 00a 
6x9 7.95} 7.10| 665] 640] 620] 600] 5.90] 11.25] 10.00] 935] 9.00] 875] 840] 8.30 
69x 9% 8.50 | 7.55] 7.05] 680] 660] 640] 6.30] 11.80} 10.50] 985] 945] 9.20] 885] 875 
7x10 10.60] 9.40] 885] 850} 825] 7.95] 7.85 | 13.60] 12.10] 11.35] 10.90] 10.60] 10.20] 10.10 
7% x 10% | 11.90] 1055] 9.90] 9.50] 930] 890] 8.80 f 14.75] 13.10] 12.25] 11.80 | 11.45 | 11.05] 10.90 
8%. x 10's | 13.30 | 11.85 | 11.10 | 10.65 | 10.35 | 10.00 | 9.75 | 16.25] 14.45] 13.55] 13.00 | 12.65 | 12.20] 12.05 
9x12 13.75 | 12.20 | 11.45 | 11.00 | 10.70 | 10.30 | 10.20 J 16.70] 14.84] 13.95 | 13.35 | 13.00 | 12.55] 12.40 
92" 12's | 15.25 | 13.55 | 12.70 | 12.20 | 11.85 | 11.45 | 11.30 9 18.15] 16.10] 15.10] 14.50] 14.10] 13.60] 13.45 
10% 13 16.25 | 14.45 | 13.55 | 13.00 | 12.65 | 12.20 1.12.05 | 19.30] 17.15] 16.05} 15.45 | 15.00] 14.45] 14.30 
WW"2x 14's | 19.95 | 17.70 | 16.60 | 15.95 | 15.50 | 14.95 | 14.75 | 24.10 | 21.40] 20.05] 19.25] 18.75] 18.05] 17.85 
12 x 15's | 23.10 | 20.55 | 19.25 | 18.50 | 18.00 | 17.35 | 17.11 | 25.80 | 22.95 | 21.50] 20.65 | 20.05] 19.35] 19.10 


PRINTING PRICE PER 1000 ENVELOPES 
PRINTED CORNER CARD 3 LINES OF TYPE — 
BLACK INK — FROM OUR STANDARD TYPE 


SIZE | 5m 110M 115M] 20M] 25M | Som| 100m 
6x9 
ov x 9¥4 \ as0 2.25] 1.65}1.35]1.15] .90] .75 
7, x 10% 
8% x11 
oie t 2.80] 2.50] 1.80] 1.50] 1.30}1.00] .90 
“0x13? 
1% x 14Y5 3.15] 2.80]2.30| 1.90] 1.65}1.20] 1.00 
12x15 
BULK PACKED ALL PRICES NET F.0.8. NEW YORK CITY 
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= ee 


Envelope anal Pape 
- Corporation 


480 CANAL STREET, =. oe 
TELEPHONE WOnth 62886 
“On Ald Style Envelopes : 
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printing is invaluable. We sometimes. 
have multiple copy forms wherein 
part of the form is the same and the 
balance of each subsequent copy is 
different. This problem was solved 
by preparing a basic form and tacking 
the various changes in place on one 
edge with rubber cement, one over 
the other, in its exact location. When 
the plates were prepared we submitted 
a dummy copy of each page to show 
the photographer which pieces to peel 
off for each copy. At the same time 
each image was exactly in place on 
the plate, and no changes were neces- 
sary on the press to get exact registra- 
tion for the form. 


On one occasion we were required 
to have a certain size type on some 
labels. Our largest Vari-Type font 
was not quite large enough. There 
were a number of different labels, and 
the cost of typesetting would have 
been rather expensive and would have 
delayed shipment. We solved this 
problem by throwing the camera 
slightly out of focus and not only 
enlarged the type to meet the specifica- 
tions for size, but also made a bolder 
type face. The type was not quite 
as sharp, but since the only require- 
ment for the labels was legibility, it 
was thoroughly satisfactory. 


Individualizing standard forms 


General Foods has a uniform stand- 
ard five-page, carbon-loaded purchase 
order form made for the entire com- 
pany. As a division ordered a supply, 
we imprinted the name of the division 
and the terms on a letter press, so 
that after the original copy a carbon 
impression was made on the remain- 
ing four pages. We then ran into 
a problem: Some divisions wanted the 
quantity column blanked out, so the 
receiving clerk would have to count 
all shipments received; and_ others 
wanted the information to appear on 
that copy. This problem was solved 
by perforating the quantity column 
in order that it could be torn off the 
receiving copy before it was sent to 
the receiving department for those 
divisions which did not want the re- 
ceiving clerk to know the quantities 
ordered. 


We have advocated using work sheets 
with pencil figures wherever possible 
in preparing reports. We save con- 
siderable time in typing and _ proof 
reading by using what amounts to a 
work sheet and mechanically repro 
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ESTERBROOK presents the RECORDER 


Now a truly dependable ball point desk set 


It writes 100 hours without refilling. At last, here is 
a desk ball point you can depend on. It took 9 years 
for Esterbrook to perfect the Recorder—and this 
painstaking craftsmanship shows in its superb writ- 
ing quality. 


The Recorder starts writing instantly. Ink flow 
is steady—no blotting or “starving.” Ink won't 
smear . . . yet it washes right out of clothes. 


New Wordathon Refill Cartridge writes up to 5 


New Wordathon Cartridge shown full size 


MARCH 1957 


times as long as ordinary ball points more than six 
months’ normal office writing for only 69c. 

Think how much this can save you in convenience 
and low, low maintenance costs! 

This amazing |W ordathon Refill Cartridge comes in 
your choice of red, blue or black ink . . . fine or me- 
dium ball sizes. Try the new Esterbrook Recorder 
desk ball point soon. $2.95 at list for the complete 
set. Recorder de luxe, $3.95. 


Esterbrook 
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SUGGESTION 
BOX 


Dear Boss: 
Why not make our work 
easier by getting us 
SEA FOAM BOND for 
second sheets. We all 
tried it and like it. 
You know the problem . 
we have in getting AL 
THE COPIES you need 
with your grag tones 
. Sea Foam 
as MORE LEGIBLE COPIES 
than any other light- 
weight we've tried. 
Wouldn't it be nice, 
too, to be able to 
channel a different 
eolored sheet to each 
officer. Sure would 
SPEED UP OUR DIS- 
TRIBUTION OF COPIES. 
Sea Foam LIES FLAT on 
the desk and stands 
up in the files—we 
could probably thin 
down our files by @ 
third or more. 
It’s only a ——- 
ion—but we wou 
saeeaknts SEA FOAM 
BOND for second sheets. 
The Girls 


cence 


P.S. You'll find a SAVING with 
SEA FOAM, too. It comes 
boxed so you eliminate waste, 
frayed sheets. 


choose from 
Send for samples 
Write Dept.O-3 


BROWNVILLE PAPER CO. 
BROWNVILLE, N. Y. 


SEA FOAM BOND 
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ducing as many copies as needed. The 
prime requisites are that the person 
who fills out the form has a legible 
handwriting, that figures mostly are 
filled in, and more than three copies 
are required. Three copies or less 
can be prepared with carbon paper 
inserted between the copies of the 
form. If the number of copies does 
not exceed 25 the Ozalid or Bruning 
machines can be used, and the form 
can be printed on a transparent or 
translucent paper. If the transparent 
paper is used, the form can be printed 
in reverse and will be the same as an 
intermediate. The form is printed on 
the back of the paper and read 
through it. The advantage of this 
method is two-fold: You can erase 
all you wish, and you need have no 
fear of erasing any part of the form. 
The other advantage is that you will 
get sharper prints because the lines are 
against the sensitized paper and the 
image of the form does not have to 
pass through the paper and become 
diffused. Transparent paper usually 
has a waxy or oily finish and the ink 
rarely penetrates the surface even after 
a long time has elapsed. This has an 
advantage in that an almost pertect 
erasure can be made for a correction 
with a pencil eraser even on type- 
written material. 


Ozalid used for rate sheets 


We are using this Ozalid method in 
our trafic department where we now 
have our rate sheets printed on the 
transparent paper in reverse. From 
time to time we have to change one 
or two rates on a sheet. We merely 
erase the changed figures, write in the 
new and run off as many copies as 
needed on the Ozalid machine. 

Incidentally, if you wish sharper 
copies, use a yellow carbon in reverse 
so that the pigment is impressed 
against the back of the form to make 
the figures more opaque to the light. 
This makes erasures a little more 
difficult, but by using a knife and 
scraping off this carbon the erasure 
will be sufficiently good to eliminate 
the need of getting off all the carbon 
with a pencil eraser. If you use a 
typewriter eraser you will remove 
some of the surface of the paper and 
it will show on the prints, because 
the paper is thinner and allows more 
light through the erased section Also, 
it roughens the paper and diffuses the 
light, as frosted glass diffuses light more 
than clear glass. If a deletion is made 


and a blank will remain in its place, 

the paper may be out out completely | Sec 
with a knife and will hardly show 

where the deletion was made. 


If more than 25 copies are needed Al 


we print the form on a Duplimat 

paper plate. You must use a special 

pencil or pen to reproduce Gouna | 
along with the form that was pre- 
printed on the plate. It will help to 
keep the plate clean if you will cover 

the lower part of the plate with a 
piece of clear plastic when filling in 
the figures. 

Should the master be used over and 
over again for a period of time — as } 
a chart that may be brought up to 
date each week for a period of a year | 
or more — there is a heavy, trans- , 
lucent card stock, produced by the 
Ozalid Company, called O L paper | 
which stands up under frequent 
handling; and it is sufficiently trans 
lucent to allow good prints to be made 
at little reduction in speed of the | 
Ozalid or Bruning machines. 


As a result of having our own staff 
and equipment for preparing copy for ‘ 
most of our forms, we have saved | 
many times the cost of maintaining 
this unit and, even more important, 
saved considerable time in getting the 
work out and in setting new proced- | For 
ures into operation. As an offshoot, | ©9S 
the unit thas all the equipment ory desi 
know-how to prepare all types of or- } Alsc 


: Fine 


ganization, statistical and flow charts dian 

for top management as well as illustra- 

tions for magazines, articles, and the Sm 

like. To 
thre 
moc 
arra 
Swi 

Ave— dor 


(From page 29) 


began migrating to Mount. One of All 
the Mount prints we hung in the Real 
Estate “Closing” Conference Room. eff 
That print is called “Coming to the 

Point” (which is a nice example of , poy 
the “silent communication” tech-| Dy 
nique). 

The bank has a vice president in 
charge of security investments, and into 
his office went scenes of Wall Street | 
— dignified, handsome views of the 
stone towers of the financial world. 

Another executive, who likes to re- L 
member the bank’s original location, 
prefers scenes of the East River. He 
is surrounded now by the Bridge, = ¢ 
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«: All-New DAZOR Desk and Table Lamps 
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Lighting in keeping with this richly appointed office is supplied by Dazor’s For the desk occupant who desires unrestricted 
taf | Swing-Arm Model 1056 on the desk and a Single-Arm Flexible-Arm Model 1058 control of light location and volume, the dis- 
f _ in the background. Finish of both is frost-green baked enamel over bonderizing, tinctive Dazor Floating-Arm Model 1057 
of * combined with brass; on special order, frost-tan combined with brass. above is the answer. Its diamond-shaped base 
ved | has beveled edges. Finish is frost-green; on 
ing special order, frost-tan. 
ie : Fine Executive Lighting 
- i 
od. i For a functional lamp that harmonizes with modern office decor, 
oot, consider the new Dazor Swing-Arm model. It moves easily to the 
ad desired position, provides restful indirect lighting over a broad area. 
or- } Also, examine the new Floating-Arm model with its compact reflector, 
its, diamond-shaped base and unrestricted light placement. 
tra 
the Smart Decorative Lamps 
To illuminate and dress up the smaller desk, reception desk or table, 
three additional new Dazors provide the proper touch. Flexible-Arm 
models—both Twin-Arm and Single-Arm—allow wide latitude in arm 
arrangements. The new Rigid-Standard Dazor isa companion to the Simplicity of design and restful indirect light- 
Swing-Arm model. These lamps are just right, too, for institutions, ing are characteristics of this Dazor Rigid- 
dormitories, motels, hotels, TY rooms and dens. Standard Model 1055. Finish is frost-green; on 
special order, frost-tan. It is a natural mate 
, for Swing-Arm Model 1056. 
Air-Cooled for Comfort and Safety , 
. All five new Dazors are incandescents with Air-Cooled Reflectors— 
- comfortable to have around you and safe to touch. Helping you see 
“2 efficiently with individually controlled lighting is the aim of 
the Authorized Dazor Distributors and their Dealers. Ask your supplier ees 
of | now about the newest lamps. Dazor Manufacturing Corp., 4481-87 dik 
ch- Duncan Avenue, St. Louis 10, Missouri. In Canada: Amalgamated 
__ Electric Corporation Ltd., Toronto 6, Ontario. 
in 
ito | 
wl ONLY QUALITY FIXTURES COME FROM x 
he THE MAKERS OF P 
« Ba COATING LAM y 
om, | Zz OR FL ATI Ps Varied arm arrangements are possible with Bs 
Te Dazor’s Twin-Arm Flexible-Arm Model 1059. 
Frost-green, combined with brass; on special 
ao 6—CMC FLUORESCENT and #*NnCANDESCENT order, frost-tan combined with brass. 
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NOW 
VISUAI'ZATION MADE EASY 
AND 
INEXPENSIVE BY CHART-PAK 


Tapes, Templates, Boards... 


everything for graphs, charts, presen- 
tations, office and plant layouts, or- 
ganization charts—all from one source. 


Everything—tapes, labels, work boards, 
office and plant equipment templates, 
pictographs, and tools are all available 
from Chart-Pak. Everything has pressure 
sensitive adhesive backing so that it can 
be fixed with a touch, removed and re- 
placed easily. All can be reproduced by 
any standard method. 

You can get tapes—opaque and trans- 
parent—from 1/32” to 2” wide—in 14 
colors—over 60 printed patterns and 
designs. 

There’s also a wide assortment of office 
templates, form and flow symbols and 
pictographs. 

There are plastic reusable work boards 
in transparent and opaque plastics, with 
printed reproducible or non-repraducible 
grids to aid in laying out the material. 


The Versatile Draftsman 


Please give the name of the local supplier 
from whom you would like to buy Chart- 
Pak material 


§ —_— a ae 2 
| vanes anes CHART-PAK, INC. { 
11-23 River Road, Leeds, Mass. 

Please send information and free samples. | 

NAME I 
1 co | 
[Tite | 
1 ADDRESS | 
1 CITY. ZONE___STATE__ | 
1 I 
4 I 


<<< — — — — — — — _ _ 8 
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the river from the shore and the shore 
from the river. It seemed only proper 
to have an “East River Room” among 
our growing galleries. 


And we now have a “Map Room.” 
It was amazing how many maps we 
found in the pile, together with some 
new ones acquired by our Real Estate 
and Mortgage Departments. There’s 
a handy little room serving these de- 
partments where men like to go and 
study maps. On one wall hang their 
working maps of New York and the 
United States. Behind them, like an 
echo, are the hundred-year-old maps 
of our famous Island . . . for atmos- 


phere. 
Even corridors have their motif 


The secretary to the head of the 
Mortgage Department has an_ office 
newly painted in warm light brown. 
For ther, Miss Campbell rounded up 
and ‘had framed in brown a matched 
group of etchings of famous old 
houses by Eliza Greatorex, artist and 
historian of another century. 


It was fun picking out prints of 
old neighborhoods showing the orig- 
inal shingles of Brooks Brothers and 
Harper Brothers and other _ stores 
whose owners were trustees of the 
institution once upon a time. 

One newly created area, something 
of a problem to decorate, was a pas- 
sageway to what is now our “annex” 
— a very busy and much-traveled 
spot. The corridor walls were done 
in cream, the color broken only at 
a bend in the passageway by a black 
wrought iron table with a pot of 
greenery on top. It is a light, airy 
spot where the cleanness of ivory and 
black and that one touch of green 
were very refreshing. But the long 
blank walls needed pictures. Wanting 
to preserve the atmosphere created by 
the decorators, Miss Campbell began 
looking over a pile of untinted old 
street and river scenes framed in black 
which she had temporarily stacked to- 
gether because of their similarity in 
style. She found they were match 
mates, and their cream-colored mats 
neatly outlined in black frames blend- 
ed beautifully with the new cream 
walls. They were all peopled with 
men and women busying themselves 
with New York life in the days of 
our bank’s youth. The scurrying fig- 
ures on the wall seem to match in 
miniature the tempo of those passing 
along the corridor, suggesting that the 


pace of big city life has been a brisk 
one for a long, long time. 

A surprise contrast looms around 
the bend of this cream and_ black 
passageway — a giant pink flamingo 
— one of the famous Audubons. 

That flamingo isn’t the only bird 
print in our catalog. Savings bankers 
through the years have referred to the 
wise old owl as a symbol of thrift. 
Miss Campbell has gradually collected 
owl carvings and ceramic owls for 
display in the public relations depart. 
ment, but we had no owl pictures 
until we got into this “picture situa- 
tion” project. Now we have an “Owl 
Room” not far from the Map Room. 
It is an office occupied by two secre- 
taries who expressed a preference for 
the handsome owl prints Miss Camp- 
bell found in an uptown gallery. They 
got owls — and only owls — and an 
interesting room it is. 

And so it went, office after office, 
until my scribbled notes of what goes 
where seemed a hopeless hodge podge. 
But as the pictures were hung on the 
walls and the patterns emerged, the 
catalog developed. Everything had to 
be numbered and evaluated for insur- 
ance purposes. Miss Campbell got a 


New Book Tells How to Decide 
OFFICE EQUIPMENT: BUY OR RENT? 
by 
Robert N. Anthony, D.C.S. 
Samuel Schwartz, M.B.A. 


Now most users of office equipment can 
buy as well as rent as a result of the recent 
consent decree which requires IBM to sell 
its equipment. Easy-to-foilow procedures are 
given for determining for each piece of 
equipment whether, by buying your company 
would reduce costs sufficiently to warrant the 
investment which would be required. 

New, unique tables specifically developed 
for this book and special work sheets which 
accompany the volume simplify task of arriv- 
ing at the most profitable decisions. Compre- 
hensive analysis is assured by detailed con- 
sideration of such factors as useful life of 
the equipment, application life, rate of return 
on invested capital, income taxes, repair and 
maintenance costs, salvage value, and others. 

The authors of Office Equipment Buy or 
Rent? have conducted considerable research 
on whether to buy or rent capital equipment. 
Doctor Anthony is a noted teacher, author, 
and consultant in the areas of accounting 
and management controls. He has written 
several books in these fields including an 
exceptionally well-received volume on another 
aspect of buying or renting capital equip- 
ment. Mr. Schwartz is personally responsible 
for establishing procedures used to determine 
whether to buy or rent over 2,000 items of 
capital equipment. 


Price $15 postpaid. No need to remit now 
—will gladly bill you later. Allow 30 days 
for delivery. If not satisfied return your 
copy within 15 days and pay nothing. 


+ Management Analysis Center, Inc. 
Department B, 275 Newbury Street, 
Boston 16, Massachusetts 
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**Forsooth,” quothes Sir Launcelot (ye 
industrious Office Furniture Buyer), 
“this trusty Royal Model 1210 Executive 
‘Posture Chair doth give one added stature. 


‘*‘Methinks the quest for such function 
and comfort bids fair to become a crusade.” 


Yes, each office King and Queen is 

sure to be pleased with Royal—ye Knight 
of the Exchequer (thy Prince of 

ye Pocketbook) .. . guests in thy realm... 
ye Castle Custodians . . . everyone! 


Royal is doing much today that brings 
new beauty to business efficiency. The 
regal look is unmistakable in this 

Royal Family of outstanding steel furniture. 


| Loyal METAL FURNITURE 


EXECUTIVE CAFETERIA 
OFFICE 


mT 
° 


; + 
itE Nowe! ay es sree 
“fa 8 ce SYSTEMS 
‘on i : GENERAL 
. : : OFFICE 
; : ROYAL METAL MANUFACTURING COMPANY : aauees eee | 
. 2 175 N. Michigan Ave., Chicago 1, Illinois, Dept. 6-D ° CABINETS 
“4a FF: . RECEPTION 
42 8: Please send me free: : ROOM 
; ‘ : (C] Royal Office Furniture Literature; : ee WARGROSSS 
: > (_] A “Knight of the Red Plume” Helmet (children will love it); ° REST AREA SHELVING 

bs 
; : ["] Please have a Royal Dealer call. : siti lil tahini ileal 
! . 4 COAST TO COAST 
i ; Name . 

: : 
° Company : 

i : Street : 
t, : Ps 

ft City, Zone, State. : 
— Miidicdiseaceseseessesenensondensocsinecesecseesononaenbonseneootees 
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OPERATION 


WHILE BEING 
MOVED 


LWUXCO 


Typewriter & Business 
Machine Stands 


DURING 
OPERATION 


“Why so 
QUIET? 


vy SILENT STEEL TOP is undercoated. 


y Retainers, guide bars and feet are 
cushioned. 


¥Casters and feet of soft rubber. 


Only LUXCO Stands 


Offers so many ‘‘No Noise” Guarantees 


eT AF 


A Complete Line of Stands, Steel Chairs 
and Stools and a Deluxe Personal File. 


BADGER inc. 


LA CROSSE, WIS. 


Export Department, 25 Beaver St., New York 4 NY 
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thrill the day she discovered that a 
print she picked up fifteen years ago 
for $15.00 is now worth $75.00. She 
got so she could squint at a print ac- 
quired by somebody fifty years ago 
and rattle off a reasonable market 
value for cataloguing. Maybe that 
puts our department in the art ap- 
praisers class, I don’t know. 


There will be practical side uses for 
our “picture situation.” When we 
want to consider historical scenes for 
a financial statement, no need to go 
to a library — just open up the cata- 
log. Even the old list that was its 
predecessor had been an _ invaluable 
source of such information, particular- 
ly in writing East River’s 100th Anni- 
versary book. 

It feels good to run my fingers over 
the 40 new pages. They make a thick 
pile and represent so many miles, so 
many inches on so many rulers and 
so many patterns. They read some- 
times like “Cosmopolitan,” sometimes 
like an auditor’s inventory. They 
chronicle the city’s past and our bank’s 
beginning. They anticipate the moods 
of trustees and mortgagees, and they 
reflect the temperaments and occupa- 
tions of 285 employees. 


They are just part of a year’s work 
in a public relations department. 


Seminar— 
(From page 37) 


The Tuesday sessions will open 
with a morning program devoted to 
various aspects of the use and main- 
tenance of office machines. The open- 
ing speaker, G. E. Bower, Machine 
Application Manager, Moore Business 
Forms, Niagara Falls, N. Y., will, in 
his talk, “Copies — What Kind? How 
Much?,” discuss the latest develop- 
ments in various common reproduction 
and duplication systems used in offices. 
The rest of the morning will be given 
over to a two-way discussion of 
whether or not it is wise to enter 
contract arrangements for the main- 
tenance of office machines. Jack Dut- 
ton, Garden City Envelope Co., will 
take the negative position, outlining 
arguments against using contract serv- 
ices, while R. T. McGinnis, National 
Service Manager, Remington Rand, 
New York, will advance the reasons 
for the contract arrangement. 

Tuesday afternoon will open with 
“A Gold Mine in the Mail Room” in 
which J. A. Hart, Superintendent, 


Air Mail and Air Express, United Air 
Lines, Chicago, will show how com- | 
panies can achieve savings in their | 
postal budgets by proper use of the © 
various mail services available. The 
second afternoon speaker, Pierre Mar- 
tineau, Research Director, The Chica- 
go Tribune, will outline company 
communications mistakes, and ways | 
to overcome them in his talk, “Com- 
munications — Three Party Line.” | 

No single theme will dominate the 
Wednesday sessions, which will range 
from training techniques to methods 
of handling office complaints. The 
first speaker, Paul Jones, Public In- 
formation, National Safety Council, 
Chicago, will talk on health and safety 
factors affecting office employees. Rob- 
ert F. Jacobsen, Training and Educa- 
tion Manager, Hardware Mutual Cas- 
ualty Co., Stevens Pt. Wis., the 
second speaker, will discuss “Training 
Techniques for Office Supervisors”. 
“Records — How the Office Super- 
visor Can Cut Costs,” will be the 
first afternoon topic, and Emmet 
Leahy, president, Leahy & Co., New * 
York, the speaker. 

T. A. Duckworth, Personnel Direc- 
tor, Employers Mutual of Wausaw, 
Wausaw, Wis., will be the final tech- 


REPLACE * 


WORN, BROKEN TABS 
WITH Smith’s 
OPNWINDQ) 

Steel Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in 1" and 2" widths. Packed } 
25 to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 


CHARLES C. SMITH, INC. 


ETER, NEBRAS 


For more than 50 years, a complete line 
of time-saving signals and indexes 
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At a single desk a complete . MES 2 

automatic billing department...the © eee Fl 
» > e 


A primary unit 
in the automatic office 


COMPUTYPER combines 
automatic writing and , 
automatic calculating — = 


Delivers complete invoice wit 
all extensions, additior 
deductions and totals at 
rate of 10 digits per second 


-Interprets and records both 
gs ga and numerical 
data. . eliminating all hu- 

Automatic tape-punch and 
reader make Model C C 
putyper an IDP Tape Ta 

(common language) ma- 

chine; available as Model bi 

without this equipment 


Operated by typist only 
(calculating is automatic) 


Not only billing but many other typing-computing 


operations are systematized by the Friden Computyper. *. e 2 
Inventory, for example. Also cost analysis, sales distri- x 
bution, statistics. Model C Computyper, while creating i ee 
original records, produces by-product punched tape for of ce 
automatic transfer of data to punched cards or account- . 4 
ing records by other common language machines. Being ‘3 . 


itself an IDP common language machine, the Computy per 


brings you an automatic office 
also produces and interprets tape or edge-punch cards. 


Ask for a demonstration by your nearby Friden Man. Commercial Controls Corporation, Rochester, N.Y., Subsidiary 


©Friden Calculating Machine Co., Inc., San Leandro, California — sales, instruction, service throughout U.S. and world. 
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or perhaps 
we should say 
“file-keeper’”... 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 
ACCO PRODUCTS 


A Divisionof NATSER Corporation 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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nical session speaker, and his subject 
will be “Office Complaints — How 
to Handle Them.” 

The banquet Wednesday evening, 
which is the concluding event of the 
conference, will have Captain William 
Mott, Chief of Staff to Admiral Rad- 
ford, chairman of the Joint Chiefs of 
Staff, as principal speaker. His sub- 
ject will be “World Events — A 
Ringside Seat.” 

The business show, which will also 
be theld at the Conrad Hilton, will 
have more than 130 exhibitors and 
an attendance of approximately 50,000 
is expected. 


Records— 
(From page 35) 


know that with record and record 
controls mere adequacy is costly. 

We finally determined, in 1953, to 
revamp our record control system com- 
pletely. We knew to start with that 
the type of equipment used, although 
very important in the improvement 
of our record controls, was not the 
first order of business. We were not 
looking for new equipment. Primar- 
ily, we wanted a plan that would 
correct the weaknesses in our opera- 
tion and replace any outmoded and 
time consuming procedures with mod- 
ern effective ones. 

We called on the Business Service 
Department of Remington Rand to 
make an analysis of our records ia 
order to point up all the details of 
weakness and strength in our proce- 
dures. From there in, working with 
executives of our own organization, 
a new set of procedures was evolved 
for each and every record in our bus- 
iness. 

First of all, each file was carefully 
and precisely defined. Any person in 
our employ could at all times know 
what paper went into what file. This 
not only reduced sorting time for our 
file clerks—but it also reduced to a 
minimum the possibility of misfiling 
of papers. 

Next, for each file we set up appro- 
priate indexing system, the types of 
guides to be used and the area in the 
files alloted to that file. 

We then set up the general pro- 
cedures for indexing, cross reference, 
sorting, use of guides and general 
maintenance of files. We did away, 
for example, with the difficulties cre- 
ated by a document covering several 


subjects of which one was dominant 
and the others secondary. Cross ref- 
erence sheets, describing the second- 
ary subject, were made up and filed 
correctly. 
ence in our filed materials is lost. 

We made provisions for shifting 
material where volume in a file be- 
came heavy — for uniformity of pro- 
cedures in typing of labels for the 
files — for absolute accuracy in pass- 
ing out and getting back files to those 
who needed them. 

The whole of these procedures was 
set down in a manual simply written 
and organized so that training new 
personnel for filing room work be- 
came a simple process. Moreover, we 
were now certain that whoever 
worked with the files would work the 
same way as everyone else concerned 
with that part of our business. 

The manual allows for no devia- 
tions from a strict and definite set of 
rules. An example of how carefully 
it describes the routine will illustrate 
this: 

Labels 

A standard form for typing labels 
is followed: No punctuation is used. 

The ampersand (&) is always used 
for the word “and”. 


Now To Get Things Done 
Better And Faster 


Boardmaster Visual Coniro! 


vy Gives Graphic Picture—Saves Time, 
Saves Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

3% Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal Compact and Attractive. 
Over 100,000 in Use 


Full price $49.50 with cards 
FREE 24-PAGE BOOKLET NO. G-500 
Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 
55 West 42nd St. © New York 36, N. Y. 
OFFICE MANAGEMENT 
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Shop the __; 
<> 


The U:S. World Trade Fair 


April 14-27, 1957—The Coliseum 


NEVER BEFORE in the history of American trade 
shows has there been so important a show! Here’s 
your own window on the world where you can see 
a global output of products and services all under 
one roof —in the largest international exposition 
ever held in this hemisphere! 


CONSIDER THIS: Over 3000 exhibitors — over 40 
countries — from Europe, Middle East, Asia, the 
Americas — will mass-display for the very first time 
—their manufacturing skills and handicrafts. You'll 
inspect their products firsthand and make personal 
inquiry of their executives. 


DO YOU BUY office equipment, business machines, 
typewriters, supplies? Here are hundreds of new 
items, new styles, new designs! Stationery, duplicat- 
ing and printing equipment, books, publications; art 
and advertising materials, unique specialties! Most 
shown in the United States for the first time, and 
shown here exclusively! All specially designed, and 
priced for sales action! 


ACT NOW-—plan NOW to attend this fabulous new 
World Trade Fair. 


Any buyer can accomplish more at this 
one Fair than he could in 2 years 
travelling around the world. 


U.S. WORLD 
TRADE FAIR 


331 Madison Ave. + New York 17,N. Y. 
MARCH 1957 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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NEW YORK 


Plan now to attend. Fill out and mail coupon for your admission credentials. 
REGISTRATION COUPON For the Trade Only 

Save time by registering NOW. Fill in and mail this registration 

coupon to the address below and your admission credentials will be 

mailed to you. There is no registration fee. 


Please check below if you wish us to make hotel reservations for you. 


NAME TITLE 
FIRM 

STREET. 

CITY STATE 


TYPE OF BUSINESS 


PRODUCTS MFG’D OR SOLD 
Please check below the classification of your business 

(0 Wholesaler (CD Dept. Store ] Importer-Exporter OC Mfrs’ Agent 

(CD Retailer (J Chain Store [) Manufacturer (CD Other 

(0 Please send us your hotel reservation blank. 


Admission Schedule—Trade Only. Monday through Thursday— 


April 15-18, April 22-25 10 AM to 5 PM % 
UNITED STATES WORLD TRADE FAIR, 331 Madison Ave., New York 17, N. ¥. 
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announces a new high — 
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oe 
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circulation © 


24,000 


NET PAID 


with the November 1956 issue* 


23,000 24.000 

20.332 °° i 
14,053 : 
10,211 | 


MAY 1953 MAY 1954 MAY 1955 MAY 1956 NOV. 1956 
*Sublect to ABC Audit 


The Growth Publication 


in the Growth Office Market 


OFFICE MANAGEMENT maintains its 
pace as the fastest growing publication 
for Management Executives ... with 
the largest ABC circulation by far, in 
the big office market, through sheer 
editorial value! 


For instance, it has long ago seized 
the initiative and is the spearhead 
for Automation in the office; is always 
first with the practical “know-how” 
on office systems, personnel, office 
layout, product news, Tools of the 
Office. It sponsors the “Office of the 
Year” Awards. 


A TIP TO ADVERTISERS 


During the past three years—from 
1953 through 1956, OFFICE MANAGE- 
MENT has steadily grown in annual 
advertising dollar volume (151%) and 
in number of advertisers (57%). This 
is an indication of O.M.’s ability to 
deliver top dollar-for-dollar selling 
and promotional value. Practically 
every important “name” product can 
rg A oy found in the advertising pages 
of O.M. 


Write for brochure “The Office Market 
and How to Sell it.” Yours for the 
asking! 


@@® Office 
management 


The Magazine for Management Executives 


212 Fifth Avenue, New York 10, N. Y. 
Geyer-McAllister Publications 
Publishers since 1877 


The labels must be uniform. It is 
a good plan when typing new labels 
to refer to the folders already in file. 

The main subject is typed two (2) 
spaces from the left hand side on the 
top line, with the address directly be- 
low. The date is typed two (2) spaces 
from the right hand side, on the 
right side of the label. 

Another example of the precision 
with which instructions are given to 
those who handle our files comes 
from the section devoted to “Cus- 


tomer Order and Correspondence 
Files”. Here our manual reads: 
Description: All customer  corre- 


spondence and orders are found in 
this section. Correspondence is filed 
to date order within the folder. Orders 
can be found within the folder by 
order number. 

Guides: One hundred fifty (150) 
division Varidex is used. Further 
guidance is provided for special names 
and towns with additional guides. 
Miscellaneous folders are used as 
guides in inactive files. 

Lest we seem to be carrying these 
instructions too far, let us make the 
point at once — that filing clerks 
get into habits of work. If they learn 
to do their work the right way the 
first time, they will continue to work 
that way. 

Having worked with our advisors 
to bring our files into good shape we 
were confronted with the problem of 
records retention — and the question 
of destruction of files no longer 
needed. 

For this too we set up a routine 
— in the form of an appendix to 
our manual. This appendix set up 
a Record Retention Schedule based on 
our special needs. A copy of some 
entries in our Records Retention 
Schedule will show how this protects 
our company. 

RECORD RETENTION SCHEDULE 


Accounts Payable Vouchers 6 years 
Accounts Receivable Ledger Permanently 
Acknowledgements 3 years 
Bond Receipts | year 


Bulletins (Company) 
Cancelled Checks 
Check Register 
Chemical Material 
Committee Reports 
Control Cards 
Customer Cards 


Permanently 
Permanently 
6 years 
Permanently 
Permanently 
Permanently 
| year 
With that part of the program set, 
we turned to microfilming for the 
accumulated backlog of our records 
and then were ready to establish a 
continuous microfilming program. We 
microfilmed invoices, correspondence, 


purchase orders, payroll records. This 
recording process immediately released 
much needed space in our own files, 

We made both negative and _posi- 
tive copies of each roll of microfilm, 
keeping the positive for reference and 
storing the negative at a physically 
remote location — for extra safety. 

With our accumulated records mi- 
crofilmed, we set up procedures in 
our Records Retention Appendix of 
the manual for quarterly and yearly 
microfilming of specific records. Thus 
we start each year fresh with current 
files, in good order in the same 
amount of office space as was used 
in the previous year. 

After more than a year of efficient 
business living with our new record 
program — geared to operate, and 


ERASERSTIK 


you erase without 
a trace 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


With 


7099 B/ 


ALL SERVICE) U.S.A. 


Without 


brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,N. J. 


Gheeonrmamememeemees | government bids, cancelled checks, 
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FAST GROWING Technicraft Laboratories, Inc. relies on a modern National 


System for efficient accounting. 


w. H. pyson, Controller of 
Technicraft Laboratories. 


“Our alional System 
saves us ‘0,000 a year... 


pays for itself every 12 months 


“Since 1947 we have grown from four 
employees to our present total of 
160,” writes W. H. Dyson, Controller 
of Technicraft Laboratories, Inc. ‘‘In 
order to cope with this rapid expan- 
sion, we installed our present National 
Accounting System. In the first year of 
operation alone it saved us over $5,500! 

“We use our ‘Class 31’ for all Ac- 
counts Receivable (including invoices) 
and Accounts Payable, in addition to 
general ledger and payroll accounting. 
Payroll work that used to require 214 


THIS NATIONAL “CLASS 31” handles posting.and proving work rapidly and accurately. 


1” 


—Technicratt Laboratories, Inc., Thomaston, Conn. 


days is now accomplished in one-half 
day—despite the continual increase 
in personnel! 

“Our National has also practically 
eliminated posting errors and provides 
us with accurate, up-to-the-minute 
records. By saving us valuable time 
and greatly increasing our account- 
ing efficiency, 
our National 


System pays for 
itself every 12 Controller, Technicraft 
months!”’ Laboratories 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


MARCH 1957 


A Mllyoor 


A National System can streamline 
your accounting operation, too. Na- 
tionals quickly return their cost through 
savings, then continue these savings as 
added yearly profit. For full details, 
consult your nearest National repre- 
sentative today. He’s listed in the yellow 
pages of your phone book. 


*#TRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
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KEY PROTECTION 
_ Ke-Master Cabinets and Racks 


ed é ' Sizes to meet all needs of business, 
re Revenger's home and institutions. Isn't 
igre abe what you are looking for, too? 


ei for Complete information today 


“TM 


For LEB Clips 


“These are but a few of dozens of prac- 
-fical uses for LEB, the original and 
- finest clips. Users agree that their 
unique ggrmstee of finger-pressure 
_ Opening.. a spring steel vise 
~~ grip.. and fol -away, removable han- 
mee. e ae provide new utility and convenience 
~ for all requirements. 
ee Sizes ¥e", ¥e", 1" and in black or 
| a - chrome finish. 
‘ 


Consider the many ways and places 
a _ where improved LEB clips can serve 
, to advantage, too. 
or proof of performance, write for 
. information and samples. 


Cushman & Denison Mfg. Co. 


Dept. |, 625 8th Ave., New York 18,N. Y. 
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b P Identify each key 
| & All steel construction Sa 
t XX Modern harmonizing colors 

i | File keys neatly and compactly 


™ Provides complete key security 
x Indexes keys for propercontrol 


operate smoothly, from creation of 
each record to its destruction or perm- 
anent retention — we ‘have begun 
to wonder how we managed before 
our new system went into effect. The 
satisfaction of knowing that no piece 
of paper in your business gets “lost, 
imislaid, or misfiled” is more than 
pride in good business practice. It’s 
a key to business security. 


Supervisors— 
(From page 26) 


ever decision is reached. When this 
is accomplished, the supervisor will be 
well rewarded. Our survey shows that 
his group’s morale will improve con- 
siderably. His rating as a supervisor 
will increase. His decisions will tend 
to be improved by virtue of the 
group’s thinking. And commitment 
of the workers to carry out the deci- 
sions which they helped make will 
increase. 

The low-rated supervisors failed as 
significantly in their human relations 
as the high-rated ones succeeded. Our 
lowest-rated supervisors were seen by 
their employees as having two main 


The  overly-withdrawn — supervisor 
tended to fail both in interpersonal 
relations and decision-making. In some 
cases, the employees complained that 
they seldom saw their supervisor. In 
general, the very passive supervisor 
did not take the initiative in establish- 
ing relationships with ‘his employees 
during his daily contacts with them. 
Often he avoided such contacts with 
people by burying himself in work. 
He could then rationalize his lack of 
supervision by pointing out how busy 
he was. 

Often these withdrawn supervisors 
had serious problems related to mak- 
ing decisions. One group of em- 
ployees stated that their boss seldom 
could make a firm decision because 
the time was never ripe. They related 
how such jprocrastination inevitably 
led to a crisis in power line construc- 
tion. Then emergency crews had to 
be called out to cope with the crisis. 
And that was the way decisions were 
made for them repeatedly, 

Naturally, both the very aggressive 
and the passive supervisors had diff- 
culty when attempting to use group 
meetings. The workers were suspic- 


ious of the motives of the aggressive 


personality defects. They were either 
too withdrawn or too aggressive. Both 
the very mild and easy supervisors 
and the nervous and aggressive ones 
were considered by their pate 


to lack real strength in their personal- | 


ities. These supervisors impressed 
their employees as being basically fear- 
ful, both types being afraid of their 
employees and of any questioning of 
their ability or authority. Most of 
the persons interviewed either had 
little respect for these supervisors or 
felt sorry for them. 

The overly - aggressive 
failed because the could 
frustration. 


not tolerate 
He tended to react to 
petty annoyances or other minor frus- 
trating situations by becoming agzgres- 
sive, shouting or even having a temper 
tantrum. Such loss of — self-control 
never permitted reasonable fact find- 
ing or problem solving behavior. It 
meant that the supervisor had tempor- 
arily lost control of the entire situa- 
tion. The employees stated that they 
were always on edge with such a boss 
since they could not predict when he 
would fly off the handle. They tended 
to avoid all contact with him. Natural- 
ly, communications and production 
suffered. 


supervisor | 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


STO 


ORGANIZATION 
CHART P 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


~ELECTRO- MOTIVE OWISION : 
ee bes aga MOTORS, Conran 


nl 


‘a 


+ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

¢ All Parts Are Movable and Re-usable 
¢ Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-3 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
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my advice to you 
“provide your business records 
with Certified Protection from 


fire if you expect to 
stay in business!” 


..»43% OF THE BUSINESSES | 
THAT LOSE THEIR RECORDS _— 
DUE TO FIRE GO OUT OF he: 
BUSINESS WITHIN 6 MONTHS 


Take the good advice of “Freddie the Fire- . 
man” and send for the FREE BOOKLET, * 
“Your Records and how you can he: 


protect them.’’ It may someday 
save your business. 


Use the convenient coupon shown below. 


Petes eee eee 


B VICTOR® SAFE & EQUIPMENT — P.O. BOX 520 + ang 
§ = North Tonawanda, New York a P 
a Please send me the free booklet so | may analyze my records . 
‘ and the fire hazards that affect them. ; 
‘ NAME h 
VICTOR SAFE & EQUIPMENT @ sFIRM ; a 
: . ae B appress ae. 
Remington. Flan p12 sacs 8 Bid 
W"/(0@ (e}#] Division of SPERRY RAND CORPORATION @ ocr ZONE___STATE______—s—«sWis a 
NORTH TONAWANDA SEW YORK Ms Os Om cm om os oe ss ee 
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till you have seen 


the man from 


Here’s a work simplification 
move you'll want to consider! 


COMPLETE 
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Steel Cabinet and 6 clip binders 
in matching office gray. This 
all-new subject reference file 
cabinet is compact, convenient 
and versatile. Keeps important 
facts at your fingertips. No 
more file safaris! 


Elbe File & Binder Co., Inc. 


FALL RIVER, MASSACHUSETTS 
New York Showroom: 411 Fourth Ave. 


ONE OF AMERICAS LARGEST MFRS OF LOOSE LEAF PRODUCTS 


Have You Heard About. . Have You Seen 


CONVOY “Chem-Board’”’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-smooth, staple-free 
fronts make them suitable 
even for “front-office” use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. be 0 
STATION B, BOX 216-0 
CANTON 6, OHIO 
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supervisor because of their uncertain 
daily relations with him. It took a 
long time in the secure atmosphere 
of training sessions before the group 
could overcome these feelings. In the 
most extreme cases, passive supervisors 
avoided group meetings completely. 
In one instance, after more than three 
years of training, it was found that a 
certain department head had finally 
instituted his first group meetings 
with his supervisors. These then were 
continued on a regular basis. 

“I don’t see why it’s necessary to 
tell employees how they are doing. 
They know anyway. Besides no news 
is good news.” These remarks were 
more likely to be heard from the low- 
rated supervisors than the high-rated. 
Interestingly enough, I have heard the 
very supervisors who made these state- 
ments complain because they didn’t 
know where they stood with their 
bosses. 

On the part of employees, not being 
told how they were doing often was 
interpreted as, “There’s nothing good 
about my work to praise.” This even 
occurred among those whose work the 
supervisors regarded best. Therefore, 
it was not to be dismissed as just a 
need of a few cranks. In some cases, 
employees even developed a mild case 
of “fear of the unknown” jitters, Our 
survey made it very evident that most 
people wanted to know how their 
work was regarded by their boss. And 
they particularly wanted to be told 
that their work was \praiseworthy. 


Many supervisors found it very 
difficult to improve in this form 
of communication. Often the prob- 
lem which they faced was how 
to correct employees when they 
felt that the employees resented cor- 
rection. Thus some supervisors avoid- 
ed taking remedial action on numer- 
ous occasions involving minor errors 
or infractions. Ultimately, some super- 
visors who let such things pile up 
reacted to the accumulated infractions 
and severely chastised a worker over 
a small matter, even threatening to 
fire the person. Such failure to handle 
problems as they arose was more char- 
acteristic of the poor supervisors than 
the good ones. 

Another behavior in which low- 
rated supervisors tended to be deficient 
was in giving praise. Sometimes they 
said, “My boss never praised me, so 
why should I praise others.” They 
often felt very self-conscious about 
praising. They feared they might 
sound ridiculous or obvious. Part of 
the problem stemmed from the fact 
that supervisors often failed to see 
the many different possible approaches 
to commending others. 

One of the more vociferous com- 
plaints against supervisors concerned 
training. Employees wanted more 
and better on-the-job training. And 
supervisors claimed they were too 
busy for this. Whenever a supervisor 
introduces a new procedure or cor- 
rects an employee, he is doing training. 
Thus training is a continuous function 


FOR ALL NOISY 
OFFICE MACHINES 


CAUTION ... never place machines near hard surfaces 


Noise vibration from ‘steel impacts’ travels at terrific speed .. . it bounces from hard 
surfaces like a rubber ball. It can seriously injure the operator's nervous system and 


hearing. 


A SOF'TONE Acoustinet absorbs the piercing vibrations into itself . . . place it 
anywhere . . . protect everyone's health and, perfect lighting too. 
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What are an engineer’ s most important tools? 


An engineer’s most important tools are his crea- 
tive skill and judgement! Creative force suggests 
different ways of solving a problem. Judgement 
tells him which is the best! 


But only experience can sharpen the edge of 
these talents... and polish his technique in 
putting them into practice with the physical 
tools of his trade. 


In many ways, your Roytype Representative 
is like an expert engineer, for he is a man skilled 


in building more efficient operation of office 
equipment. <a 

Is it a question of inked ribbon? Of carbon 
paper? He knows exactly which is the right one 


for all types of typewriters, bookkeeping ma- 


chines and duplicating processes. 

Your Roytype Representative is a valuable 
consultant. He can show you how to get the 
most out of your office equipment . . . at the 
lowest possible cost. 


® 
ROYAL Roytype®. . -quality supplies for all business machines 


Roytype Business Supplies, products of Royal McBee Corporation, world’s largest manufacturers of typewriters. 
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of supervision. The better supervisors 
managed to find time for on-the-job 
training. 

The best supervisors tended to re- 
frain from criticizing their workers. 
They accepted mistakes without undue 
comment. And they focused their at- 
tention on how to prevent such errors 
from recurring, rather than on punish- 
ing the employee. Tihe poorest super- 
visors, on the other hand, usually 
seemed to be more intent on punish- 
ing the culprit than on correcting the 
situation which contributed to making 
mistakes. 

A physical factor which seemed to 
induce poor communication was too 
large a work group. A_ moderate 
inverse correlation was found between 
the ratings of the supervisors and the 
size of their groups. This same cor- 
relation was reported in an independ- 
ent study of a large eastern public 
ha utility. In the large work groups there 
s. was a tendency for the supervisor to 
interpose an underling between him- 
self and his workers. Thus the work- 
ers received their instructions from 
this intermediary. Unfortunately, the 
poorer supervisors unconsciously used 


this as a method of escaping the re- 
sponsibilities of supervision. 


Personal interest appreciated 


The best supervisors were seen by 
their employees as displaying a genu- 
ine interest in them. Such a feeling 
could be generated only as the result 
of day-to-day contact between the su- 
ipervisor and his people. Some super- 
visors proclaimed that their doors 
were open to anyone, and then were 
surprised to find that no one entered. 
These, of course, were the low-rated 
supervisors who had failed to create 
real relationships with their employees 
in their daily contacts. 


At times employees stated that they 
felt uncomfortable in the supervisor's 
office. In these cases we discovered 
that the office was associated with 
criticism or punishment in the work- 
ers mind. These supervisors would 
see the workers in their offices only 
when something went wrong. Natural- 
ly, an office with such associations 
would be shunned by people. And 
the supervisor who was seen as pun- 
ishing or critical likewise would be 


avoided. 


About the top-rated supervisors, em- 
ployees stated, “He takes a warm in- 
terest in my family,” and “He put 
himself out when I was sick.” These 
supervisors tended to know something 
about each worker’s family. If a child 
was graduated from school or a family 
member was sick, the supervisor was 
aware of this and made the appropri- 
ate remark to the employee. 

“He is fair with us,” “He admits 
his mistakes,” and “He backs us up 
under criticism,” were some of the 
employees’ remarks. Also, “He takes 
up our mistakes with us in private.” 
These assertions describe men who 
are understanding, considerate and 
tactful. 

The term bureaucrat has come to 
mean one who interprets rules inflex- 
ibly. Employees prefer to be treated 
as individuals in many circumstances. 
Thus those supervisors who tended 
to apply company rules rigidly became 
known as bureaucrats. The best super- 
visors were adept at treating each 
worker as an individual. 

Appreciation of individual differ- 
ences also showed up in setting the 
work pace. In high-rated groups, em- 


Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
. extra cost. 
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small investment—BIG RETURN 


BOSTON CHAMPION 
PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 
green-blue-sandtone-gray 
e less time wasted 
e better efficiency 


e less than 1'%c a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 


eners, Booklet R. 
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WORK SMARTER...NOT HARDER! 
ElecLimré. Kenghand 


PROVES THE PEN IS MIGHTIER 


THAN THE PILL! 


When executive nerves are wracked and budgets 

wrecked by delays, errors or inefficiencies in operations — 
don’t reach for a pill, reach for an Electronic Pen — and write 
your own ticket to tranquility! ELECTRONIC LONGHAND 
instantly delivers accurate, handwritten messages to all 
concerned — eliminates misunderstandings ... switchboard 
tie-ups ... busy signals. And your orders get fast action, 
providing closer control, swifter, smoother operations. To see 


TelAutograph* telescriber 
systems of Electronic Longhand 
are manufactured by 


—_ . 


CORPORATION 


for yourself how ELECTRONIC LONGHAND will help you Pioneerin 
A 7 Telecommunications 
work smarter, not harder — mail this coupon today... since 1888 


a 


o SA / I want to WORK SMARTER, NOT HARDE 


R. Mail literature on 


NAME POSITION 
COMPANY 

STREET CITY 
COUNTY STATE 


TYPE OF BUSINESS 


TELAUTOGRAPH CORPORATION « 8700 Bellanca Ave., Los Angeles 45, California Dept. D 


; *Trademerk Reg. U.S. Pat. Off. 
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ployees said that supervisors encour- 
aged their participation in setting 
deadlines for work completion. Keep- 
ing in mind these mutually-deter- 
mined deadlines, the supervisor 
checked fairly frequently to keep in 
touch with job progress. He particu- 
larly checked new or special types of 
jobs and those jobs having important 
priorities. Interestingly enough, these 
workers reported that they did not 
feel under pressure because they had 
a voice in establishing how much 
work they could reasonably be expect- 
ed to accomplish. 

In one work group, an anomaly 
occurred. The supervisor was rated 
very high while group morale was 
rated very low by the employees. In 
this case it was discovered that the 
work pace was determined by outside 
forces, and the entire group was under 
pressure from a source which they 
could not cope with. Both the super- 
visor and the workers felt continuous 
tension. 

Employees reported two extreme 
methods of setting the work pace as 
characterizing the poor supervisors. 
These were: Extreme pressure put on 
the supervisor and his workers by out- 


side forces, and extreme passivity per- 
mitting the workers to set their own 
work pace. Many stated that new 
work was given them before old as- 
signments were completed. This 
caused the old work to pile up and 
create confusion because priorities 
were not established. They also felt 
that their supervisors were not aware 
of what they were doing except in 
a most general way. 


Policy interpretations vary 


Differences in flexibility among su- 
pervisors led to a wide variety of inter- 
pretations of personnel policies. For 
example, interpretations of the policy 
on family sick leave were legion. 
Naturally, those work groups which 
were held to a rigid definition were 
unhappy because they claimed that 
others got more favorable treatment. 
The best supervisors considered indi- 
vidual needs and _ balanced these 
against production and work group 
factors. They seemed to be intermedi- 
ate between the extremes of “give the 
employees every break” and “interpret 
the rules exactly.” Poor supervisors 
more often tended towards either ex- 
treme. 


“He tries to get anything reasonable 
which we ask for,” asserted one em- 
ployee. Another said, “Our requests 
are always followed through, and he 
always reports back what he has been 
able to accomplish.” Moreover, em- 
ployees of these better supervisors af- 
firm that they usually are able to get 
good results with their requests. On 
the other hand, the workers of the 
poor supervisors usually felt either 
that such was very questionable or 
he would not try to obtain their ;ea- 
sonable requests. Furthermore, these 
supervisors seemed to have fewer suc- 
cesses with requests. 

The responsible supervisor was also 
a planner. Other industrial surveys 
likewise have confirmed that planning 
ability is an important variable distin- 
quishing the high-rated from the low- 
rated supervisors. Most employees of 
the best supervisors felt the boss spent 
considerable time in planning the work. 
Estimates varied from 50 to 75 per 
cent of his time. A minority said their 
supervisor spent “some” time on plan- 
ning. In contrast, the low-rated super- 
visors were seldom seen as spending 
much time on planning. They often 
were reported so bogged down in 
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AICO’S Transparent... 
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INDEXES 


IT'S THE NEW, FASTER, MORE ECONOMICAL 
WAY TO INDEX YOUR CARD FILES! 


With AICO’s new, transparent, plastic, “Self-Indexer”, you 
can make, in seconds, an Index Guide out of any card in 
your file. Just slip the card into the double lip at the top 
and the slot at the bottom of the “Self-Indexer”, and, the 
combination becomes an Index Guide, at guide height, 34” 
above the other cards. Made of heavy gauge plastic, the 
“Self-Indexer” won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 
FREE: Write Dept. 20, for Free 
Sample, literature, and name of your 
nearest supplier. 
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An Index Guide 
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« |How much does it cost 
> tobe 
: every carbon copy you make 


aur. Sure 


: |S Clear, sharp, 
"and fade-proof? 


” Only 5/100 of a cent per copy! That’s 
~ | all the premium for Old Town’s Dawn 
carbon paper amounts to — 5/100 of a 
cent for a record copy you can be sure 
| of every time. 


Dawn carbon copies have the sharpness 


of originals. They are clearer, cleaner, Just as important: non-curl Dawn 


easier to read than ordinary carbon 
copies. And they stay clear and sharp — 
never fade, never smudge, never blur. 


handles flat—rolls through the machine 
flat, without wrinkling or creasing — 
cuts collating time in half. 


*Registered 
FREE SAMPLE KIT Old Town, Dept. 0M37, 750 Pacific St., Brooklyn 38, N. Y. 
Send for your free samples of Dawn. ek es eee 
Kit includes table of weights and Firm 
finishes of carbon paper, helpful COCO O OE R EE O EE O EEE E EEE 
_ hints for secretaries. Mail this Se iahidacacsuuts tosinaiasssiidcadtekCUpicedaigaldiiaabauiess 
_ coupon today. Ree ee ee 


My typewriter is (] standard () noiseless (J electric. 
I usually make [1] 1-4 copies 1) 3-6 copies () over 6 copies. 


world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. 
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clerical detail that they had little time Most of these employees described 


pervisor was seen as well qualified for expect him to improve.” This is even quired some insight into himself and 
the job. Employees said, “He has a more remarkable when we consider his way of reacting which has pushed 
good background for his job,” “He that Mike was a 57-year-old grand- him into self-examination and into at- 
is able to get things done“ “He often father. He was a blue-collar super- tempts to respond to others in a less 
knows the answers to job problems.” visor who was rated lowest in the com- challenging way.” 


pany on the first survey. After more 


for the supervisory function of plan- their production as above average or than two years of training, he pro. 
ning. superior. They also declared their = gressed to sixth place among all | 
Our best supervisors followed up team spirit was outstanding and their supervisors. 
their projects. Proper follow-up — group “the cream of the crop.” The question arose, “Was _ this | 
proved to be the shortcoming of many = . change in Mike’s behavior superficial, 
supervisors. Many who were able to Tesining eventos improvement or had deeper personality changes 
plan adequately failed to check back Several different forms of scientific occurred?” We were able to answer | 
on their projects at intervals and so evaluation were used for the training this question by referring to before. | 
saw their best laid plans come to program. The main quantitative test and after-training Minnesota Malti. | 
grief. Unfortunately, if this occurred of the value of feeding back survey phasic Personality Inventories | 
supervisors had a tendency to blame data to supervisors and employees (MMPI), taken by Mike two years 
employees for negligence when the proved that our experimental group apart. The psychologist who examined | 
fault was really their own for not (trained supervisors) made significant- the MMPIs asked if this man _ had 
exercising the proper supervisory re- ly more progress than our control also had psychotherapy. The psychol- | 
sponsibility, namely, follow-up. Na- group (untrained supervisors). The — ogist’s report may be summarized: 
turally, this characteristic was most evaluation instrument consisted of be- “It appears that he is aware to | 
common among our low-rated super- _fore-and after-training surveys of the some degree of his anxieties when he | 
visors. behavior of the supervisors as seen by — differs from others and is making | 
Finally, there are real differences in their employees. strenuous efforts to exert rational con- | 
the feelings of workers about the high One case history which epitomizes trol. He indicates a new awareness | 
and the low-rated supervisors with re- the results of our training program — of anxiety in interpersonal relation. | 
spect to knowledge of the job. The may be cited here. A department ships. He seems to have gained in | 
employees were concerned about their head said about the poorest super- both awareness of himself and of the | 
supervisor's ability to help them get visor he had: “If Mike can learn to motivations of others. On the whole, 
their jobs done. Our high-rated su- supervise, anyone can. We did not it appears that this person has ac- 
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Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the speed and accuracy with 
which your records are filed and —_ instantly 
available for reference. Your clerks will gree 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 
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335 Canal Street New York 13, N. Y. 
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Omptometer 


if you want the 


World’s Fastest, Most Accurate, 
Lowest-Cost Figuring 


It's easy to prove for yourself that one machine is better than 
another—/F your comparison includes all the factors. 


Start with the fact that 90 per cent of business figuring is 
addition and multiplication in bulk work such as payroll and 
billing. Here Comptometer'’s dazzling speed and first-time- 
accuracy are famous. 


Do not be misled in your ideal of “reaching a machine's top 
production’’. The maximum inbuilt “Direct Action"”’ speed of 
the Comptometer is almost unreachable. A novice operator 
may soon reach the top productivity of other machines. But 
with a Comptometer she quickly equals that speed and ever 
after she and her Comptometer continue to outproduce them. 


Thus, as weeks pass, you get MORE and BETTER work, at 
MUCH LESS COST, with Comptometer—and the long-run cost 
is what you will pay no matter what machine you use. 


Remember that operator training is no great problem with 
Comptometer. With continuing on-the-job use, your own 
employees soon reach proficiency with this fastest of all 
calculators. And your figures flow faster and faster as in- 
creasing familiarity comes with each day’s work. 


It comes to this: It’s the overall cost per calculation that 
counts, and when all factors are included, your choice has to 
be Comptometer for the world’s fastest, most accurate, 
lowest-cost figure-work. Let us prove this in your office, FREE! 


COMPTOMETER COMMANDER—Error- 
free dictation...Lifetime recording 
belt saves more than machine costs. 
Try it FREE—use coupon. 


COMPTOMETER COMPTOGRAPH 
“*202''—No lost hand-motion! More 
fine features than any other 10-key 
machine. Try it FREE—use coupon. 
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Felt & Tarrant Mfg. Co. 
1742 N. Paulina St., Chicago 22, Ill. 


In Canada: Canadian Comptometer, Ltd. 
501 Yonge St., Toronto 5, Canada 


| | Arrange FREE office trial for me on: 
[| Send me literature on: 

[ | COMPTOMETER Adding-Calculating Machine 
[| Comptometer COMMANDER 


| 
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1 
| 
| | Comptometer CoMPTOGRAPH “202" | 
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Letters— 
(From page 33) 


and that the chimes in the house 
would be placed between the two 
doors. The writer of the directions 
knew what they meant; the purchaser 
of the chimes did not. As you com- 
pose your letter, ask yourself these 
questions: What knowledge am I as- 
suming on the part of my reader? 
Will he understand the terminology 
which I am using? What does he 
expect to learn from me? 

Other means for obtaining clarity 
are straightforward writing, outlining, 
proper paragraphing, accuracy, and 
avoiding old-fashioned diction. 
Straightforward writing is more easily 
recognized than defined. It is charac- 
terized by the ability to plunge into 
the topic and to move to a conclusion 
of the discussion as rapidly as possible. 
Without being brusque, the writer 
tends to his business at hand, avoiding 
frills, flourishes, and flowers. 

The term outlining strikes fear into 
the hearts of many, but its habit is 
one held, almost unknowingly some- 
times, by effective correspondents. At 
its simplest level a mental outline 


reminds the writer that he is going 
to treat one phase of the particular 
problem before he takes up the sec- 
ond, and that this second aspect must 
be completed before something else 
is brought up. At a complex level, 
in the case of a letter of many invelved 
and interrelated parts, a detailed pen- 
cil outline may have to be substituted 
for the more commonly used mental 
notes, 


Paragraphing produces clarity 


In line with the overall objective of 
brevity, paragraphs in modern corre- 
spondence are commonly short. It is 
amazing to realize that many corre- 
spondents do not make use of a me- 
chanical device such as paragraphing 
to help their communication. Para- 
graphing is a discipline which pro- 
duces clarity. The writer who realizes 
that an indentation is a signpost to 
his reader that a new topic — or at 
least a new phase of the presently dis- 
cussed topic — is beginning is a writer 
whose letter will be marked by a 
steady progression from one idea to 
another. Writing under the discipline 
of paragraphing, he will not wander 
from his topic; he will not take up a 


thread, drop it, and pick ‘it up in a 
later part of the letter; he will say’ 
what he wants to say in a controlled! 
and orderly manner. 

Accuracy is perhaps more dependent 
on attention to detail than any other 
element of correspondence. Almost 
every letter writer has at one time or 
another made an error in breaking 
down figures. A recent sample letter 
of my composition concerned itself 
with shipping information on a pur 
chase order for 11,000 of item PS 512 
and 7,000 of item MQ 471. When I 
had completed the breakdown for 
three separate dates of shipment, I had 
made arrangements to ship, not 18,000, 
but 19,000 items. Errors will obviously 
continue to exist; yet a realization of 
the costliness of inaccuracy will cut 
their number sharply. 

Old-fashioned diction is something [/ ae 


that lingers in the terminology of .//.\)> 
twenty-year men or is acquired by a 
new employee whose object is to show 
his knowledge of office jargon. This 
officialese, which the young employee 
no longer finds in his English or busi- 
ness correspondence courses, is char- 
acterized by wordiness, redundancies, § 
downright foolishness. To say “Please 
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What are you using as a cover 
on your CATALOGS, PRICE 
LISTS, PROPOSALS, ETC.? 


IN NEW 


UNBEARABLE NOISE 
SILENCED BY 


METAL STAMPING PLANT | 


Simead PROPOSAL COVER 


for every presentation purpose! 
Auditors’ Reports Catalogs Sales Manuals 
Price Lists Proposals, etc. 


Embossed border with title panel or 
with acetate window. 

Choice of 6 colors in Smead's moisture 
resistant leatherette finish. 


THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN.- LOGAN, OHIO 


With 3 Smead's Built in 
double tang fasteners 
and metal binding holes. 


OM 


SOUNDEX PARTITIONS 


The thunder of presses was walled out of this office area by 
ceiling high application of Soundex Partitions. 

Office area was then divided by regular 8-foot Soundex 
Partitions thus avoiding the expense of changing heating, 
lighting or air conditioning services. Results: Quiet, modern, 
low cost offices. You can save and silence too... write 
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MACEY COLLATOR: 


automation that pays for itself! 


ORS, gpae-H 


The Macey Collator stacks up quite a convincing 
argument for automatic sheet gathering ! One oper- 
ator and an 8-station Macey collated all the sheets 
on the right in an 8-hour day at average running 
speeds of 24,000 sheets per hour. Trained girl on 
the left manually collated her day’s production at 
steady average speeds, too, but then she has only 
two hands! 

Fast? Efficient? You bet! Sound investment? 
Macey Collators have paid for themselves in as 
little as 714 months*. Helps with the personnel 
problem, too, by freeing trained employees from 
the drudgery of hand collating for other jobs. 

Versatile, fast changeover accommodates every- 
thing from onionskin to 4%’’ cardboard. Automatic 
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detectors insure 100% accurate sets. Your choice of 
16 models, handling sheet sizes from 2x 5” to 14x24”. 


See the Macey in action soon! Call your 
nearby Harris-Seybold sales repre- 
sentative or write Harris-Seybold, 
4510 E. 71st St., Cleveland 5, Ohio. 


wreworie 


*Send for free Case History Folder of detailed facts 
and figures on representative Collator installations. 
HARRIS 


i HARRIS-SEYBOLD 


4510 East 71st Street * Cleveland 5, Ohio 
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find enclosed herewith” is to do noth- 
ing more than use four words for 
“Enclosed is.” In addition, no Sher- 
lock Holmes ability is required to find 
an enclosure — unless, as often hap- 
pens, it falls out of the envelope and 
under your desk; nor is it necessary 
to say “please,” although a general 
tone of courtesy is of course essential. 

Courtesy in the performance of any 
business seems to be only common 
sense; yet most of us have had some 
direct experience with rude and incon- 
siderate treatment at the hands of 
businessmen. Recently I visited a store 
and requested a certain product; “I 
don’t carry that junk” was the imme- 
diate reply. I was patient enough to 
4 wait for the proprietor’s further ad- 
5. vice, which was very helpful, but my 
initial impression was not favorable. 
The objects of courtesy are to get 
customers, to keep customers, and, 
even better, to keep these customers 
happy. An ultimate personal object 
for courtesy is self-improvement in 
one’s job, since the person who makes 
courtesy secorid nature is the one who 
makes a strikingly favorable impres- 
sion. The problem, of course, is that 
it is not always easy to be courteous; 


there are those customers who are 
almost impossible to please. 

Experience has shown that there is 
only one approach to the letter that 
must be written to a difficult-to-please 
customer: The long pause. If you 
insist on writing the letter instead of 
delaying its composition, you must 
postpone mailing it for tweny-four 
hours. Most businessmen agree that 
you will never mail this letter; they 
will agree further that a customer is 
never won or kept by a show of an- 
noyance or anger. A maxim in an 
office with which I have been asso- 
ciated is “Never get so mad that it 
will cost you money.” Courtesy may 
not be a strong enough force in itself 
to win or please a difficult client; its 
absence has never resulted in real 
success. 

Correctness of expression involves 
use of the English language as it is 
practiced by the generally educated 
public. Although this correctness is 
a characteristic normally acquired over 
a rather extended period of time, the 
amazing thing about people desiring 
to improve their writing ability is 
that they usually speak the language 
very well. Thus the problem is a 


transference of this already possessed 
ability to speak well into a similar 
ability in writing. The salesman, the 
office manager, and the purchasing 
agent, for example, have so many con- 
tacts with the public that they speak 
effectively; their enunciation is clear, 
their diction appropriate, their com- 
munication effective. Yet for some 
reason these same persons have difficul- 
ty in composing a letter. Thus this 
obvious difficulty must be overcome 
by a desire to transfer the ability to 
speak to the typewritten page (aware- 
ness once again) and by dictating. 

A correspondent experienced at dic- 
tation saves time and money, writes 
more efficient letters, and wins more 
business friends. He saves time and 
money because a dictated letter is nor- 
mally shorter than one written in fong 
hand, and because he can_ probably 
dictate a half dozen-letters in the 
time that it would take to write out 
one in long hand. He writes more 
efficient letters because a dictated |let- 
ter normally goes directly to the point, 
imparts the necessary information 
briefly, and closes rapidly yet politely. 
He wins more business friends because 
a dictated letter is normally more 


Yustt for the necortts 
(PROPERTY CONTROL RECORDS) 


‘Tag “/ 


Dienst Mae 


PRODUCTIONS PROPERTY OF 


sae : NCINNATIS 


PROVE IT 


re a Nationwide, efficiency-wise companies are 
— using Serially Numbered “AUTOGRAPHS”, 
e % the tags that meet every qualification for ef- 


t fective Property Control. They’re attractive, 
P legible, durable, economical ...and a cinch 
to mount on any surface. Millions in use be- 
ae cause they make sense and save dollars. 


NAME 
TO ME! COMPANY 
STREET 
I’m interested in more CITY. 


STATE 


efficient Property Con- 
trol. Send free samples, 
literature and your 
Property Control pam- 


phir METALQAT mc. 


MASON CITY, IOWA, U.S.A. 


OM-3 
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212 Fifth Avenue 


aA new BINDER ror 
“OFFICE MANAGEMENT” 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


New York 10, New York 


OFFICE MANAGEMENT 
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WRITTEN JUST ONCE 


Just one writing —that’s all you 
need to fill, ship and bill orders this new 
Ozalid Direct Copy way. 


You start with an order filled out by your 
salesman or clerk. Ozalid copies, turned out 
in seconds, serve at every succeeding step. 
From one writing, you get receipts, 

labels, invoice—in fact all your paper work. 


You save costly repetitious handcopying 
and retyping ...eliminate copy errors 

and proofreading ... get shipments and bills 
out sooner ... improve customer service. 


Ozalid Direct Copying ends wasteful “repeat 
writing” in every department. Cost? Less 
than a penny for a letter-size sheet of 
treated Ozalid paper—lowest cost per 

copy among all copving processes. 


For the full story, call vour local Ozalid 
representative today. His number's in the 
phone book, or send coupon below 

for more information. 


OZALID* 


DIRECT awereres 
7CUPY/ 


A Division of General Aniline & Film Corporation 


In Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, Dept. K-3, Johnson City, N.Y. 

Please send more information on how Ozalid Direct 
Copying can help us with our: 

0 Order-Invoicing 0 Purchasing 00 Accounting 
00 Production Control O Receiving OO Engineering 


Name 


Position 


Firm 
Address 
City. State 


is cia cae anh ene enp 0b dt eee 
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every copying machine 
has its favorite 7 


DIXON 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 
Some pencils won’t reproduce their 
marks! Others can do the job per- 
fectly-- but only on certain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use on all processes. 
CHECK YOUR PROCESS 


Diazo Facsimile 
Photo copying Offset Printing 
Heat - copying Hektograph 


THE JOSEPH DIXON CRUCIBLE CO. 

Pencil Sales Division 3 
167 Wayne St., Jersey City 3,N.J. | 
Please send me free reference sheet, 
showing which pencils will work best on 
copy for my duplicating machine. : 
C cc 


Address 
City 


State 


By 
Title 
Brand Name of Duplicating Machine 
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if your filing 
problems are 


..solve them with Globe-Wernicke Cello- 
Clip. Get fast, easy vertical storage and 
indexing of large blueprints, charts, graphs, 


X-rays, etc. Up to 79% less floor. space 
needed. No rips, wrinkles, dog-ears or 
smudges. See your G/W dealer or write 


us, Dept. G3 


GLOBE-WERNICKE 


CINCINNATI 12, OHIO 


For More Information From Advertisers Use Readers’ 


friendly, more conversational, more 


personable than one written in long 
hand. 


The point here, it should be 


stressed, is the advisability of imagin 
ing that you are talking directly to 


the person addressed. 

Following these suggestions for dic- 
tation should certainly be helpful. The 
most common chore confronting a 
correspondent is composing an answer 
to a letter. Remember to read care 
fully the letter to be answered. Too 
many correspondents plunge into the 
dictating spree without briefing them 
selves on what problem is before them. 
A moment's care will five 


now save 


later. Secondly, clarify in your mind 
the precise purpose of your letter. 
Make that purpose, whether it be 


granting a request, explaining a delay. 
or seeking information, central to your 
entire letter. 


Outline first 


Thirdly, 
outline. 
put the most 
A letter is 
quently there is no reason for building 


P 
potnts 


make a pencil or mental 
this 


important 


In process you should 


point first. 


not a short story; conse 
paragraph 
hit 


the reader while his attention is up. 


up suspense. Your first 


should treat your main purpose; 


Answer all of his questions. You will 
get no credit for masterful answers to 
five queries if your 
the 
noted — and with anger. 
your held of 


should include any other information 


correspondent 


posed six; only omission will be 


You kaow 


work; accordingly you 


that you judge to be pertinent. Fourth 
ly, if you are granting a request, grant 
it immediately. Such an opening puts 


your reader in a receptive frame of 


mind. Ii you cannot grant it, explain 
that 


request is 


Remember 
that 
Fifthly, dictate with your reader 
This habit 
a direct and conversational letter, 
marked by. stilted 


your reasons. your 


reader considers his 
fair. 
in mind. will result in 
one 
not or out-of-date 
expressions. 

Recall, sixthly, that 
tells you how many parts (paragraphs) 


Remember 


your outline 


your letter will have. to 


dictate paragraphs, periods, unus- 
ual form of punctuation, and the spell 
Lastly — 


any 


ing of names if necessary. 
and this point comes from frustrated 
stenographers — do not accompany 
your dictation by jingling keys or by 
various unhelpful oral activities such 
as keeping a cigar in your mouth, 
hoiding your hand over your mouth, 
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or directing your words to the dentist 
whose office is directly across the court 
from your west window. 

As we come to a discussion of com- 
pleteness, we realize that some of the 


maxims stated here are bound to 
overlap. The first of five guides for 


completeness, for example, is the nec- 
essity for having a familiarity with 
the problem before beginning to witte. 
This knowledge is normally a_ part 
of the writer because of his job 
Although there are more than 
situations in which the writer 


himselt 


situa- 
tion. 
a few 
must laboriously brief before 


composing, the most frequently re- 
quired letters necessitate that knowl- 
edge already won by the writer. This 
fact ties in with the earlier admonition 
that the cannot 


much knowledge from the reader. 


too 
The 


writer assume 
reader normally expects, after all, to 
letter, not merely to be 
that he al 


learn from a 


refreshed on something 
ready knows. 


A second step to completeness is 


consciously answering every — point 
raised by the customer. The writer 


cannot assume that his knowledge of 
the relationship between the answers to 


two questions will communicate itself 


finding and filing 
takes just 
Seconds \ 


with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 

and magnified—takes only a glance to 
find the file you want. And Barkley Tabs 
are durable—stand up under constant 
use for years. The next time you make 
up your supply list .. be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. + CHICAGO 7, ILL. 
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American Hardware Mutual Insurance Company, Minneapolis, Minne- 
sota. Ceiling installation is of Acousti-Celotex Celotone* Incombustibl 
Fissured Mineral Fiber Tile. Architects: Thorshov & Cerny, Inc. 
Acousti-Celotex Contractor: Insulation Sales Company. 
y Efficiency Goes 
yG va 
‘ — 
yy as Noise Goes Out 
2] 
A 


To the office troubled with problems of absenteeism, noises of office equipment, phones, traffic. The result- 
turnover, errors . . . Acousti-Celotex Sound Condition- _ ing quiet comfort aids in improving personnel efficiency, 
ing brings a welcome solution. A sound-absorbing ceil- morale, and productivity. Mail Coupon Today for a 
ing of Acousti-Celotex Tile effectively arrests routine ree analysis of your noise problem, plus free booklet. 


"REG. U. S. PAT. OFF. 
Sees MAIL NOW! @ eee 


so is i ae actu 5 a : The Celotex Corporation, Dept. O-37 


120 South La Salle Street, Chicago 3, Illinois 

as ee Without cost or obligation, please send me the Acousti- 

af 5 COUSTI = ELOTEX , Celotex Sound Conditioning Survey Chart, and your new 

os i ' ; booklet, “Sound Conditioning for Office Workers.” 
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Beachs 


Expense 
Books | 


7 BEACH'S 
“COMMON SENSE- 


Weekly and 
Monthly Books. 
Weekly Sheets 


Sturdy, Conven- 
ient, Complete. 
Vest-pocket 
Size 


SAVE on INCOME TAX || 


(CUDA —use BEACH Expense Books 


ONLY definite, itemized 
records of business travel 
expense allow you safe 
deduction. 
they're kept easily, items 
entered as incurred. You 
will have uniform, perman- 
ent records. Thousands of 
firms always use BEACH'S. 


At your stationers; or write 


PUBLISHING CO. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


In BEACH’S 


BEACH 


oe 


5 bric. 
added shoulder slir 


34 E. McWILLIAMS STREET OND Du LAC, wis. 


by some mysterious process of osmosis. 
In this connection, the writer must 
explain the omission of any point pre- 
viously raised by the customer. Al- 
though this omission may mean that 
the writer judges the question to be 
unanswerable or no longer pertinent, 
the reader may conclude that this 
aspect of the situation has been for- 
gotten. The result: Annoyance, an- 
other letter, loss of time — even loss 
of sale. The writer also should add 
points that his experience indicates 
might be pertinent to the given situa- 
tion. Overshadowing these ideas and 
important to their proper execution is 
the continuing desire to avoid unnec- 
essary expansion — talky, useless, ex- 
pansive, expensive wordiness. 

Brevity reappears at the end of this 
list of the crucial elements forming 
modern correspondence. This most 
sinned-against principle of letter writ- 
ing can, to review briefly, be brought 
about by outlining, by moving direct- 
ly to the point in the first sentence, by 
using a subject line on all letters if 
your organization approves of this 
convention (one that saves time in 
filing by the way), by avoiding trite- 


ness, by dictating, and by the consum- 
ing although, unfortunately, never 
fulfilled — desire to clear your desk. 

Awareness, consciousness, realiza- 
tion — ‘however you wish to put it 
— of the essentials of effective corre- 
spondence cannot be overstressed. I 
recall in this connection a conversa- 
tion with the office manager of 
an important Chicago concern. This 
combination personnel expert, and 
office procedure director, had for 
his cardinal responsibility the for- 
mation of that difficult amalgam of 
getting the work out properly and 
keeping the workers happy. 

On one occasion his staff had fallen 
behind on its output, and his office 
was being visited regularly by the 
officers of the company. On one morn- 
ing the work was being leveled off — 
the crisis was passing — and in an- 
nouncing this fact proudly and pub- 
licly to the company officials, the office 
manager lost his awareness for one 
minute. He told the president of the 
organization that Miss X had _per- 
formed valiantly in bringing the office 
out of its temporary loss of produc- 
tion. Miss Y, who overheard this 


praise of Miss X, tad dlone equally 
well because her work of necessity 
preceded that of Miss X. She had not, 
however, been publicly lauded. With- 
in minutes she had left her desk in 
tears, and our office manager, because 
of one minute in which his awareness 
of Miss Y’s sensitivity had escaped 
him, had a new and major personnel 
problem on his hands. 

All of us of course make mistakes; 
what all of us are interested in pre- 
venting is the costly one. Just as the 
office manager must bear in mind 
countless factors which contribute to 
the efficiency and peace of his office, 
so the person interested in improving 
his letter-writing techniques must be 
aware of the many principles dis- 
cussed here. Following the adoption of 
these principles, the writer must bring 
them to the forefront of his mind 
during the composition of his next 
hundred (thousand?) letters; but as 
time passes their execution will be- 
come rather automatic parts of his 
business conduct. 

How does a person go about teach- 
ing driving to one who has never 


been behind the wheel? 


FAIRGATE 


RULES & DRAWING AIDS OF 
HARD ALUMINUM 


a 1 
THE PAIRGATE RULE COMPANY ~ dee 
eon 


24"" Rule $1.10 


ry 
s ‘ Modern, time-saving, double duty. In 
' special sizes for office use. And they 
cost no more 
THE FAIRGATE RULE CO. 
‘Cold Spring-On-Hudson, N. Y. 


A ee a ee ee 
© 


12"" T-Square $1.00 


12" Knob Rule 50c 


FREE 


DIES ano PROOFS FEY Ay SADR 
Gorwime BUSINESS CARDS 


GENUINE ENGRAVE 


LENT BAIEAD 


COVERS 


At your dealer or 
write for catalog. 
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$3% j00 


OFFICE MANAGEMENT 


10001 


500 $11 ¢ 1000 $15 THANUSCRIPT | 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 


_GLIP YOUR LETTERHEAD 10 THIS AD... 
MAIL FOR FREE PROOF - 


DEWBERRY | ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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is the NEW 
low cost 
LEDGER TRAY 


— 


- | ...TO PROVIDE POINT-OF-USE 
* | FIRE PROTECTION FOR VITAL RECORDS 


nB ; New standards in efficiency and economy for posting 
nd ledgers by machine or hand are provided by low-cost 
ni YORK Ledger Tray Safes. Regardless of record sizes, 
ae ideal working height is always maintained. Easily 
be- made adjustments quickly adapt units to size and 
his weight of ledgers. Present trays can often be used. 
ch- seeuamn sa YORK mobile Ledger Tray Safes will provide on- 
saat EASY TO USE. the-spot fire protection for ledger records .. . improve 

posting efficiency . . . reduce costs. For complete 
_ information, write today. 


TRAY FLEXIBILITY. YORK SAFE & LOCK 


V-rk Safe & Lock 
2103 Mulberry Rd., S. E. 
Canton 2, Ohio 
Please send complete selling data on Ledger Tray Safes for 


! 
| 
| 
! 
rg MAXIMUM CAPACITY. ! salesmen. 
INSULATED FILING DEVICE | " 
CLASSIFICATION 0 NO " Firm 
| _ Incividual Title 
a“ 
Pa | Street 

od ! 

! City Zone —— State ——_____— 


UNDERWRITERS’ LABORATORIES . 
1-HOUR FIRE LABEL. Os sinc nie: sete ses sce Seco al ce i aa.“ am sa 
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METAL SIGNALS 
for Vertical Records 


Nu-Vise 


METAL SIGNALS 
for Visible Systems 


3\ 


Nu-Vi 

U-ViIZ 
Cy 

30 

we 
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04 09 O2 O8 
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PLASTIC SIGNALS 
for Visible Systems 


SI. 
os % 


Z 


Cellugraf 


No. 80 No. 81 
Sf,” Ne 


e TRANSPARENT 
Crim pgra f crimren sionals 
for Protected Visible Cards 

ae 
y, 


No. 60 No. 70 
} — YW, ” 


Maptacks ror mars AND CHARTS 
-} >-' 


STRIPE CROSS 
Free Descriptive Folders Sent on 


Roques 


GEORGE B. GRAFF COMPANY | 
_ 54 Washburn Ave., Cambridge 40, Mass. 
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Catalogs, Booklets, Brochures 
for the office 


Carpet Industry Research Study 
Carpet Institute, 350 Fifth Ave. 
New York |. An illustrated brochure, 
With Carpet, 
outlining in detail results of a recent 
scientific 


Sound Conditioning 


acoustical research — study 


sponsored by the carpet industry and 


conducted under the supervision of 
Dr. Cyril M. Harris of the Acoustics i 
Laboratory. Columbia University. (1) , 


Soap Dispensers 

Bobrick Dispensers, Inc., 1214 Nostrand Ave., Brooklyn 
25, N. Y. New illustrated catalog containing particulars 
on this company’s liquid soap dispensers, powdered soap 
dispensers, lather dispensers, liquid and lather soap valves, 
tank-type soap systems and hand lotion dispensers. (2) 


Secretarial Information 

The National Secretaries Association (International), 222 
W. llth St., Kansas City, Mo. A 12-page brochure, Calling 
Professional Secretaries, answering questions revolving 
around a secretary's duties, opportunities, advantages in 
the profession and how to obtain additional education and 


(3) 


professional recognition. (Five cents for each copy). 


Billing Procedures 

Remington Rand, Division of Sperry Rand Corp., 315 
Fourth Ave. New York 10. A 12-page booklet describing 
SARK (Simplifed Accounts Receivable for Retailers) to 


(4) 


improve billing procedures. 


Office Aids 

Evans Specialty Co., Inc., 1800 E. Grace St., Richmond 
23. Va. Catalog, Evans Office Aids, listing specifications 
and price ranges for Evans’ gathering racks, wall racks, 
file strips, file trays, desk files and other office accessories. 


(5) 


Car Rental 

The Hertz Corp. 218 S$. Wabash, Chicago. Pamphlet 
indicating types of automobiles and trucks supplied by 
this company, rental prices, terms and requirements for 


rental. (6) 


Flexible Partitioning 

L. A. Darling Co., Office Partitioning Division, 410 W. 
Chicago St.. Bronson, Mich. Four-page catalog picturing 
and describing the “Workwall” line of flexible partitioning 


(7) 


components, 


Office Furniture 

Design Products Inc., P. O. Box 342, Boulder, Colo. 
Illustrated catalog, Contemporary Office Furniture, show- 
ing complete line of executive and secretarial office furniture 


(8) 
OFFICE MANAGEMENT 


styled in walnut. 
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The Univac System 

Remington Rand, Division of Sper- 
ry Rand Corp., 315 Fourth Ave., New | 
York 10. Brochure, The Univac Sys- | 
tem, describing in text and illustra- | 
tions the various components used in | 
Univac Systems, their purposes and a _ 
number of firms which have installed | 


them. (9) 


Water, Hot Drink Cups | 
Hudson Pulp & Paper Corp., 477 Madison Ave., New | 
York 22. Leaflets covering the company’s lines of pleated | 
and cone-shaped water cups and plastic-coated hot drink | 
cups for use in conjunction with water coolers and/or | 
hot beverage dispensers. (10) 


Offset Paper 
The Northwest Paper Co., Cloquet, Minn. Folder sum- | 
marizing uses of “Mountie” Offset Paper and listing sales 
offices of distributors. (11) 
| 
Water Coolers and Accessories 
Cordley & Hayes, 443 Fourth Ave., New York 16. Bulle- 
tin 4D illustrating specifications and capacities for the | 
18 coolers in Cordley’s compact, standard and remote 
lines of coolers, in addition to information on the com- | 
pany’s fillers and fountains. (12) 


Embezzlement Controls 
Fidelity and Deposit Co., 2235 Fidelity Bldg., Baltimore 
3, Md. A 32-page booklet, Embezzlement Controls for 
Business Enterprises, containing a check list for determin- 
ing the adequacy of a firm’s embezzlement controls, is 
available to employers who request it on business letterhead. 


(13) 


Aluminium Accessories 

Glaro Machine Products Co., Inc., Lindenhurst, N. Y. | 
Catalog describing Glaro’s line of aluminum accessories | 
(14) | 


for offices and other commercial enterprises. 


Fans 
Frigid, Inc., 128 32nd St., Brooklyn 32, N. Y. Catalog | 

containing illustrations, descriptions and price ranges of | 

Frigid’s complete fan line. (15) 


Aluminum Office Chaii's 

The Ohio Chair Co., 408 N. Meridan Rd., Youngstown, | 
Ohio. Color- illustrated catalog offering pictures and speci- | 
fications of the company’s line of “Rest All” aluminium | 


chairs and “Rest All” chair-equipped offices. (16) 


Metal Furniture 


The Toledo Metal Furniture Co., 1100-1200 Hastings | 
St., Toledo 7, Ohio. Brochure covering vault trucks, tellers | 


stools, work tables, business machine stands and file tables 


manufactured by Toledo. (17) 


For further information, use Reader Inquiry Card on 
page 98. 
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‘Watclen, 
CANADA 


Are A MUST For Me!” 


Says ton Gnagy 
Well-Known American Artist 


“They erase cleaner . . . instantly, and 
@ they are more dependable than any 
other erasers I’ve ever used.” 


for each specific 
Drawing @ Writing @ Typing 
job, there's a Weldon Roberts 
LABOR-SAVER ERASER 


Weldon Roberts world-wide eraser 
@ leadership is the result of Four Gen- 
erations of Quality Manufacture. 


Write for our mewest SEE-IT-IN- oo 
@ COLOR booklet O-3, illustrating the % 
entire Weldon Roberts line. 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World’s Foremost Eraser Specialists a” 


| 
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easy solutions to 
RECORD STORAGE 
PROBLEMS 


Problem: How to store original records 
for future reference at lowest possible cost. 
Answer: Liberty Record Storage Boxes— 
for over thirty-eight years recognized by 
industry as the lowest cost method for 
housing inactive records. 


Goer) STORAGE BOXES | = 


Saal 


Heavy-duty 
corrugated 
fibre-board 
construction 
gives ten, fif- 
teen, twenty 
years of serv- 
ice and cuts costs way nun. dust pen- 
nies a year does the job! 


_ SYSTEM 


Liberty Boxes provide 
for “fast finding” of 
stored records be- 
cause of its unique 
label design. The 
Liberty label assures 
you a simple, easy-to- 
use method for index- 
ing and filing your 
transferred records. 


Ged) FEATURES 


Your records are always 
protected against dust, 
dirt and dampness due 
to the unique cord and 
tension button closure. 
If accidently dropped, 
the contents can’t spill 
out. 25 stock sizes 
available covering every 
popular office form— 
special sizes to order. 


CLaonsp SED AND SOLD FROM 
COAST TO COAST 

Liberty Boxes are 
stocked by station- 
ery and office equip- % 
ment dealers in every 
state, in every prin- 4 
cipal city. Write for © 
the name of your 
dealer and a copy of * 


our latest catalog. No 
obligation, of course. 


Factory applied 
labels with gum- 
med title strips a 
Liberty Box feature. 


C. & N.W.R.R. file 
room is both neat 
and efficient. 


” yi? ‘ 
Low cost installation 
at Southwestern Bell 
Telephone 


DRAWER STYLE 
TRANSFER 
FILES . 


STAXONSTEEL Transfer Files build their 
own steel framework as they are stacked— 
no shelving required. Easy gliding drawers 
at any height. Available in Legal, Letter, 
Check, Freight Bill-and Tab Card sizes. 


BANKERS BOX COMPANY 


2607 North 25th Avenue « Franklin Park, Ill. 
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ADVERTISERS’ INDEX 


Acco Products, Inc.............. Ser 
Agency—La Porte & Austin, Inc. 

Acme Visible Records, Inc............ os =e 
Agency—E. H. Brown Adv. Agency 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


FOR SALE DUE TO CHANGE in System. Addressograph- 
Multigraph Model 3705 Bill Printing Addressograph Machine. 
Purchased in 1948. Original cost $8100. Used only three years. 
Nearly new condition. Occupying valuable space. Will accept 


reasonable offer. Ohio Power Company, 21 South First Street, 
Newark, Ohio. 


REMINGTON BOOKKEEPING MACHINE MODEL 85, 
Serial Y127601 with six registers. Good operating condition. 
$495.00. Gustafson, 7702 Don Dr., N. E. Albuquerque, N. M. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturer’s trade-in allowance. Write, Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


FOR SALE: MODEL 1955B Addressograph with double 
lister, Model 6381 Graphotype, cabinets and one hundred 
drawers. Excellent condition. Crescent Manufacturing Com- 
pany, 657 Dearborn, Seattle, Washington. 


WANTED—SUNDSTRAND and BURROUGHS Bookkeep- 
ers, also Remington, National machines. Indicate details, mod- 


el, serials. Gibian Business Machines, 128 Lafayette Street, 
New York 13. 


FOR SALE: Burroughs 13-column Bookkeeping Machine. 
Style 21 13 00, for Accounts Receivable posting. Will accept 
best offer. Wells Chair Corp., Box 230, Michigan City, Ind. 


VICTOR VISIBLE POCKETS 8 x 5. New. Large quan- 
tity available. 2%c each, F.O.B. Los Angeles, in quantities of 
10,000 or more. McMahan Brothers Desk Co., Inc., 2220 So. 
Hoover St., Los Angeles 7, Calif. 


ELLIOTT-FISHER MACHINES, calculating machines, add- 
ing machines—all office equipment, bought and sold. W. J 
Crowley Company, 906-908 N. Water St., Milwaukee 2, Wis 


WANTED: Bookkeeping and Billing Machines, Calculators, 
Comptometers, Adding Machines, etc., any style. Quote com- 
plete description and best price. AMERICAN BUSINESS 
MACHINES, Inc., 573 Broadway, New York 12, N. Y. 


CASH PAID for Elliott Addressers, Varitypers, Multiliths, 
Multigraphs, Hand Printing Presses, Ditto, Mimeograph. Give 
best cash price, details. Dixie Service, King, N. C. 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


OFFICE SPACE FOR RENT. 6,600 Sq. Ft., $31,350 per 
annum. Air Conditioned, Modern Office installation, parti- 


tioned to suit. Three blocks from Grand Central Station, New 
York. O.M. 262. 


STOP HIRING UNQUALIFIED HELP! Nationally used 
testing manuals eliminate incompetent applicants. $5.00. Bus- 
iness Training Service, 947 Carteret Avenue, Trenton, N. J. 


OFFICE SPACE AVAILABLE. Lower Fifth Ave., N. Y. 


900 to 8,000 sq. ft. units. 12 story fireproof office building. 
O.M. 267. 


Positions Wanted 


SALES EXECUTIVE, SOUTHWEST TERRITORY (Okla- | 
homa, Texas and Arkansas). Experienced dealer training pro- | 


grams and consumer creative designs seeks connection. Pref- 


erably with manufacturer of steel chairs, desks, stands and | 


files. Also desk accessories. Reply O.M. 264. 


ADVERTISING MANAGER. EXTENSIVE EXPERIENCE 
in steel equipment field; Scheduling, planning trade journal 
and direct mail advertising—excellent results. Also sales 
promotion and general administrative work. O.M. 268. 
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Business machines go 
on Bassick casters 


...in this “Office-of-the-Year” 
Merit-award-winning Texas bank 


Republic National Bank of Dallas’ new 40-story building 
is the last word in luxury and efficiency. 

On the fourth floor the accounting, bookkeeping, mail and 
transit departments are equipped to handle 290,000 individ- 
ual items of business a day swiftly and efficiently. Part of that 
equipment is the forest of business machines you see above 
on Bassick casters. 

Smooth rolling, easy swivelling Bassick casters belong in 
a merit-award-winning “Office-of-the- Year.” They move qui- 
etly and protect floors and furniture. What about Bassicks 
in your office? 

Ask your office appliance dealer for Bassick casters. THE 
BASSICK COMPANY, Bridgeport 2, Conn. In Canada: Belle- 


ville, Ont. 7M 


Bassick Rubber-Cushion glides are 
another way to protect office floors 
and furniture. Broad flat hardened 
steel bases slide quietly, easily, never 
pock mark floors. Rubber cushions 
take shock loads. Adapters for 
metal or tubular furniture legs. 


Mer f 


| M+ | 


aq Bassick 


5 aS A DIVISION OF 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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GET MORE 


m7 =| INFORMATION 


On New Products 
s 


Obtain New Catalogs 
and Helpful 
Literature 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


Polen OFFICE MANAGEMENT 
Emig 212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for 
further information on the items we have circled below. 
There is no obligation to us for this. We understand this is 
a service to us as a subscriber. 


on MARCH 1957 ADVERTISEMENTS 
: tg (Circle respective page numbers on which ads appear) 
Fo 2nd Cover 40 70 BI 84 GSS 
i, ah 3rd Cover 41 70 CCS 85 
e Py 4th Cover 42 71 86 SMC MARCH 1957 
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only the world's 


fastest electric 


er eee le 


gives you convenient 


HALF SPACING 


Easiest method of error control, ‘lids 
Half Spacing is but one of a host : 
of Smith-Corona exclusives that 
mean faster, finer typing. 

Other Smith-Corona exclusives: 


Page Gage—amazing device that 
eliminates the usual worry 
about end-of-page typing. 


Keyboard Contro!—all operating 
controls concentrated in 
the keyboard area. 


Pius: Air cushioned carriage return, 
four automatic repeat actions. 


Call your Smith-Corona 
representative for a demonstration. 


* best business 
connection you ever made 


SMITH-CORONA ELECTRIC 
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When "Roll-Top" Roberts saw the light... 


“T say, sir! What was good 
enough for father’s father IS 
GOOD ENOUGH FOR ME.” 
This was fundamental philos- 
ophy for “Roll-Top” Roberts. 
But suddenly, business began 
to dwindle — disappearing some- 
how in the dusty nooks and 
musty crannies of the roll-top 
monster that fairly overflowed 
his office. 

Then, one day ...acaller... 
THE INVINCIBLE MAN with 
the office plan. He surveyed 
Roberts’ hidebound setup... 
showed how business-engineered 


MANITOWOC, WISCONSIN Jn Canada: A. R. Davey Company, Ltd. 


Invincible steel furniture could 
turn it into a functional, cus- 
tomer-inviting unit. He covered 
every detail with a plan for 
streamlined efficiency. 

“I say, sir! Pioneering progress 
was the trademark for father’s 
father... AND THAT’S GOOD 
ENOUGH FOR ME!” Same 


Roberts — revised philosophy. 


MORAL: Let The Invincible 
Man make your office plan! 
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THE INVINCIBLE 
OFFICE PLAN- 
NING MAN isn’t 
really a knight 

in shining armor. 
It’s just his good 
works that make 
him look that way. 


Of course, you're not like “Roll-Top” 
Roberts. But in view of today’s high 
cost of office space — even the most 
progressive businessman will find 

it pays to work with Invincible’s 
office-planning consultants. Write for 
free descriptive literature. 


Metal Furniture Company 
Business-engineered 
for better business living 


Factory Representative 
1162 Caledonia Road, Toronto 10, Canada 
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